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Retiring and Reinstating Assets and Running an Asset Query.
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Revisions to Manual

October 2016:
e Updated the FAQ section.
e Created a Helpful Hints section.

APRIL 2010:
e A new exercise has been added:
- entering a Capital Lease Asset

JUNE 2009:
e Correction made to wording of the answer to the third question
on page 89. Answer now reads:

The asset will need to be retired and then re-entered as a non-depreciable
asset. Follow the exercises in this manual on how to Retire an "In Service” Asset
and the exercise to Add an Asset using Basic Add.

FEBRUARY 2009:
o The following information has been added to all exercises
pertaining to adding an Asset:

If this is a Donated asset, you must select a Trans Code of “"Donated”
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Frequently Asked Questions (FAQs):

What determines if an asset is capitalized or expensed?
The cost basis and useful life of an asset are the determining criteria of a capital

/ expensed asset. Any asset that has a useful life under 2 years and a cost less
than $5000 is treated as an expensed asset; anything that is above those
thresholds is capitalized. This means any asset, including computers; costing less
than $5000 and having a useful life less than 2 years would have a profile
associated with it that starts with an "E" (i.e., ECOMPUTERS).

What do I do if an asset location does not exist in VISION?

All location codes are created and maintained in Financial Operations. If you
have an asset that is located at a site that there is no asset location for, send an
email to Ruthellen.Doyon@vermont.gov and include the complete address and
whether a purchasing or requisition location also needs to be setup.

What costs should I include in the acquisition cost of an asset?
Acquisition cost includes all expenditures that are necessary to place the asset

into its intended location and condition for use. This includes the invoice
purchase price and ancillary charges that are directly attributable to asset
acquisition such as freight & transportation, in-transit insurance, duty, site
preparation, assembly, and installation costs.
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Helpful Hints

My asset was entered with the wrong Dept ID. How do I fix it?

You can fix the Dept ID associated with an asset by doing a transfer. You can
find information on doing a transfer in the Asset Management Manual. (Note:
you can only do one type of change to the asset at a time. You could transfer
the asset to another Fund at the same time you are fixing the Dept ID, as they
are both performed with an action of transfer. You could not transfer the Dept ID
and adjust the cost, as cost adjustments are an action of adjustment). Please
remember, doing this transfer will not update the Asset Acquisition Detail page.
This page is the history of how the asset was added. To see the impact of
transfers and/or adjustments to an asset, look at Review Cost Information.
(Navigation: Asset Management> Financial Management > History > Review
Cost).

Where can I go to find the most current Asset Management Policies &
Procedures?

The most recent Asset Management Policies & Procedures can always be found
at the Finance & Management website under Policies & Procedures. Here is the
link to the website: http://finance.vermont.gov/policies-and-procedures.

My asset was entered without (or with an incorrect) Dept ID. How do I
fix it?

A transfer will need to be processed to move the asset into the correct Dept ID.
Follow the exercise in this manual to 7ransfer an Asset from one Dept ID to
another (same Business Unit).

My asset was entered without (or with an incorrect) Fund. How do I
fix it?

A transfer will need to be processed to move the asset into the correct Fund.
Follow the exercise in this manual to 7ransfer an Asset from one Fund to another
(same Business Unit).

My asset was entered as expensed but should have been depreciable.
How do I fix it?

The asset will need to be retired and then re-entered as a depreciable asset.
Follow the exercises in this manual to Retire an "In Service” Asset and the
exercise to Add an Asset using Basic Add.

My asset was entered as depreciable but should have been expensed.
How do I fix it?

The asset will need to be retired and then re-entered as a non-depreciable asset.

Page 6 of 111
Asset Management
October 2016


http://finance.vermont.gov/policies-and-procedures

Follow the exercises in this manual on how to Retire an "In Service” Asset and
the exercise to Add an Asset using Basic Add.

My asset was entered without (or with an incorrect) cost. How do I fix
it?

An adjustment will need to be done to correct the cost of the asset. Follow the
exercise in this manual to Adjust the Cost of an Asset.

My asset was entered with an incorrect quantity. How do I fix it?
An adjustment will need to be done to correct the quantity of the asset. Follow
the exercise in this manual to Adjust the Quantity of an Asset.

My asset was entered without (or with an incorrect) location code.

How do I fix it?

Location codes of assets can be added or updated in Basic Add. However, you
must check the “correct history” box on the “Find an existing value” page prior to
entering into the asset because location fields are effective dated fields.

My asset was entered without a description. How do I fix it?
Asset Descriptions can be added or updated in Basic Add. You do not need to

check the “correct history” box on the “Find an existing value” page prior to
entering the asset because the description fields are not effective dated fields.
Navigation is: Asset Management > Financial Management > Owned
Assets > Basic Add > Find an Existing Value.

There are different types of location codes. How do I know which one

to use for my asset?
All asset locations begin with the letter "A” so these locations should be used

when assigning a location to an asset.

How can I find out who entered an asset or processed an accounting
transaction for an asset?

The USER ID is displayed on the Asset Cost History page and will show who
entered an asset or processed an accounting transaction for an asset. To see
this information, follow the instructions to Znqguire on the Cost History of an
Asset.

How do I know what Category to use for an asset?
Assets that have a cost greater than $5000 should have a category that ends

with the letter D (e.g. VEHD). All assets that have a cost less than $5000 should
have a category that ends with the letter E (e.g. COMPE)
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Where can I find the Asset Inventory Verification Form to complete my

Physical Inventory?
The Asset Inventory Verification Form is located on the last page of the Asset

Management Procedure #1 found on the Finance & Management website under
Policies & Procedures. Here is the link to the website:
http://finance.vermont.gov/home

How can I transfer assets from one Business Unit to another Business
Unit?

Expensed assets cannot be transferred from one BU to another BU. If you have
depreciable assets that you want transferred, you must contact Financial
Operations to request a transfer of an asset (or assets) from Business Unit to
another Business Unit.

How can I retire a large number of assets at one time?
Finance & Management can process a Mass Disposal if you have more than 50

assets to retire at one time. Mass Disposals are reserved for special
circumstances such as New Business Units or Statute Changes. Finance &
Management will not grant requests for mass disposals if a Department is using
it as a quick fix where regular asset maintenance has not been done.

What information will I need to request a new Profile ID for assets?
You should contact Finance & Management with a detailed item description of

the asset that you are trying to create a new profile for along with the asset’s
useful life. Finance & Management will help you determine whether there is an
existing Profile ID that can be used or if a new one is needed.

When can I run reports to see the depreciation that accumulated on my
assets?

Each month between the 15t and 10™ business day, Finance & Management runs
a depreciation close process that posts all of the depreciation for the prior

period. The depreciation close process is not run until ALL asset transactions
are complete for the prior period. This process is delayed at year end because of
the mass amount of transactions and inventory verifications that must be done
prior to closing the books for the entire fiscal year.
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VISION Overview

Overview of the VISION process:

Travel & User entered
v I ‘.‘ I 0 N e "
- \) -Travel Authorization g
Purchasing -Cash Advance
-Expense Report \_/_
-Contracts &
-Purchase Orders a\fl“
-Requisitions General Ledger & Data from
-Journal Entries c}:\‘z& Accounts PEEN other systems
o -VTHR
. o i -BDS L
Commitment Control / Receivable _elc. H
- / -Deposits
Accounts AppropE:élon Budget _Pending Items
ger Payments to
Payable employees &
\ = vendors
1 -Vouchers Organization Budget
-Payments Ledger -____/—_
o, Billing
”qnf Reports
L Actuals Ledger | “Invoices _CAFR
" -etc.
Accrual/ Adjust Ledger e
| Invoices &
Asset Statements
Management Inventory =—>| to customers
’ -Assets VT Grant e
. -ltems put-a-way
Tracki ng -ltems issued
Contracts &
Purchase
-Grant tracking L]  Orders to
- Custom module vendors

Page 9 of 111
Asset Management
October 2016



Asset Management Overview

Section 1: Asset Management Policies and
Procedures

1.1 Guiding Documents

The State of Vermont, Agency of Administration, issued VISION Procedure #1,
Asset Management Procedure, on May 1, 2004. It has subsequently been
revised and the current version is dated May 1, 2007. This document is the State
level guiding document for defining and tracking Assets in the VISION system. In
addition, the Department of Finance and Management issued a Fixed Assets Best
Practice #6 in December 2006. Departments should refer to these two
documents first for information on this subject. You can find these documents
at:

Asset Management Procedure #1
http://finance.vermont.gov/policies-and-procedures/vision-procedures

Intangible Assets Implementation Guide
http://finance.vermont.gov/policies-and-procedures/vision-procedures

Best Practice #6 — Fixed Assets
http://finance.vermont.gov/policies-and-procedures/internal-controls

1.2 Definitions

Fixed assets are long-term, physical resources of considerable value held for
business use and not intended to be consumed or converted into cash any
sooner than at least one year’s time (e.g. buildings, equipment, vehicles,
computers, furniture, etc.).

Capital assets, as defined by the State’s capitalization policy, are fixed assets
that cost at least $5,000 and provide future economic benefit for a minimum of
two years.

Infrastructure assets, as defined by the State’s capitalization policy, are
physical resources utilized primarily by the public that cost at least $50,000 and
provide future economic benefit for a minimum of three years (e.g. roads,
bridges, dams, airports, etc.).

Capital Lease is defined as a lease for a period of time exceeding 12 months
and which meets at least one of the following criteria:
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a. It passes title to the lessee at the conclusion of the lease term.

b. It contains a bargain purchase option.

c. The lease term is at least 75% of the assets estimated economic life.
d. The present value of the minimum lease payments (discounted at the
lower of the implicit interest rate or the incremental borrowing rate)
equals or exceeds 90% of the asset’s fair value at acquisition.

Non-capital assets are a physical resource that does not meet the
capitalization cost thresholds (e.g. any asset that is less than $5,000 or has a
useful life under 2 years).

Donated assets are any assets that are acquired by gift.

NOTE: Capital assets, infrastructure assets, and capital leases are all entered as
depreciated assets in VISION. Non-capital assets are entered as expensed
assets in VISION.

1.3 VISION Entry Requirements

The following assets are required to be tracked and maintained in VISION and
recorded in the Asset Management module at the time of acquisition:

e All capital assets with a cost of $5,000 or more

e Buildings that are not associated with or part of an infrastructure asset

e All capital leases

e All land

e Art and museum collections

e All infrastructure assets

e Infrastructure improvements with a cost of at least $50,000 and future
economic benefit of a minimum of three years

¢ All computer equipment with a cost of $1,000 or greater

e All software with a cost of $50,000 or greater

e Donated assets that meet the definition of a capital asset, infrastructure
asset, or computer equipment with a cost of $1,000 or greater and
software with a cost of $50,000 or greater.

Depreciation
State of Vermont uses a straight-line depreciation with a mid-month convention.
This is a statewide standard that is set up in VISION. Each month between the
15t and 10t business day, Finance & Management runs a depreciation close
process that posts all of the depreciation for the prior period. The depreciation
close process is not run until ALL asset transactions are complete for the prior
period. This process is delayed at year end because of the mass amount of
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transactions and inventory verifications that must be done prior to closing the
books for the entire fiscal year.

State of Vermont Required Fields

NOTE: Departments may define additional required fields as needed for their
own business processes. The following fields are the minimum required fields to
be used for any asset entered.

e Asset Information Page
o Description
o Tag Number
o Acquisition Date
o Acquisition Code
o Profile ID
e Asset Acquisition Detail Page
o Quantity (always = 1)
Amount
Category
Capitalization Code
Transaction Date (always equal to Acquisition Date)
Accounting Date (always date of entry)
o Transaction Code (necessary/required ONLY for Donated Assets).
e Acquisition Details Page (except for Donated Assets)
o AP Unit
o Voucher ID
o Vendor ID
o Invoice Number
o Invoice Date
e Acquisition Detail Chartfields Page
o Fund Code (only for Internal Service or Enterprise funds)
o Department
e Location/Comments/Attributes Page
o Location (should begin with “A”)
o Comments - This field is required to be used for Donated Assets
and/or when an asset has been retired. When an asset has been
Donated, include the entity that donated the item. When as asset
has been retired, include an explanation of what physically happened
to that asset.

0O O O O O

Page 12 of 111
Asset Management
October 2016



Asset Management Process
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Search for an Asset

Possible situations when this function is used: To search for an existing
asset.

Navigation: Asset Management > Search for an Asset
The Search for an Asset page will load.

Favuvrites MainvMenu » Asset Management » Search for an Asset

Search for an Asset

~ Asset Search Criteria

*Unit: 01110 | Q SeriallD: | Parent ID: Q
Category: l— Q Location: Q Group ID:

Asset ID: li Asset Status: I Senvice A [| Hazardous Asset

TagNumber:| profie: | @ Chartfield Search Criteria

PO Unit: Q Receipt Unit: Q AP Unit: Q Project Unit: Q
PO No.: Receipt No: Voucller:l Project ID: Q

Retrieve

[T cost Information ] Acquisition Information [] Location [ non Capital Asset Hint

Search | Clear |

Your default BU will appear in the Business Unit field. The Asset Status will
default as In Service. This page allows for assets to be retrieved by many
different fields.

Search for an Asset by the Profile ID

Enter Business Unit
e Leave as default or
e Enter the appropriate business unit

Enter Profile ID
e Enter the appropriate profile id
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Fa\rg'rtes Mainvl'\-'lenu » Asset Management » Search for an Asset

Search for an Asset

*Unit: los120] @ serialD: | Parent ID: Q
Category: '— Q Location: Q Group ID:

Asset ID: '7 Asset Status: /N Senvice - [“Hazardous Asset
Taghumper:| Profileln:  |DCARS Q@ Chartfield Search Criteria

PO Unit: Q Receipt Unit: Q AP Unit: Q Project Unit: Q
PO No.: Receipt No: Voucher:l Project ID: Q

Retrieve

[] cost Information [] Acquisition Information [“]Location [] Non Capital Asset Hint

Search | Clear |

Click Search

Fa\rovr'rtes MainvMenu > Asset Management > Search for an Asset
i -

Search for an Asset

*Unit: pe120 /2 SerialD: | Parent ID: Q
Category: ’— Q Location: Q Group ID:

Asset ID: li Asset Status: |0 Senice hd [T] Hazardous Asset
Taghumber| Profiel:  |DCARS @ Chartfisld Search Criteria

PO Unit: Q Receipt Unit: Q AP Unit: Q Project Unit: Q
PO Ho.: Receipt No: Voucher:l Project ID: Q

Retrieve

[ Cost Information [] Acquisition Information [] Location [] Non Capital Asset Hint

Clear Drill-Down To: — Select Component — +* GO

Search Results - Select One Asset to Continue = /Al [ - | Py . F
[ Asset Information T Asset Cost nformation | Acquisiion Details T Hore...

) 000000000291 TO Prius 2001 W121 Licensing 2562 In Senvice JT2BK12U810012562
) 000000001057  SUBARUWAGON 200222 59729 In Senvice 453BH635126309729
) 000000001090 GEM PASS 2002 W205 Decker 25314 In Senvice SASAGATA92F025314
) 000000002281 SU Outback2008'W230 Cox 000000002281  In Sewvice 454BPGOCHST357196
() 000000002285 FO Escape 2008 W11 Austin 000000002285 In Sewvice FIMCUSSH28KE43222

The Search Results are displayed. This search retrieved all assets in BU 01110
that are coded with a profile id of ELAPTOPS. You can then click on any other tab
to look at further information (Asset Cost Information/Acquisition Details/More).
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Search for an Asset by the Dept ID

Enter Business Unit
e Leave as default or
e Enter the appropriate business unit

Favql'ites MainvMenu : Asset Management > Search for an Asset
i b

Search for an Asset

*Unit: 06120 | SeriallD: | Parent ID: Q
category: | X Location: Q Group ID:

Asseti: | Asset Status: N Senvice - [“|Hazardous Asset

Tag Number: ,7 Profile ID: Iiox Chartfield Search Criteria

Acquisition Details
PO Unit: Q Receipt Unit: Q AP Unit:
PO No.: Receipt No:

Project Unit: Q
Project ID: Q

Retrieve

[| cost Information | Acquisition Information

Search | Clear | /

Click Chartfield Search Criteria

[ Mon Capital Asset Hint

The Chartfield Search Criteria page will load.

Favc‘r!'rtes I'v'lainvl'u'lenu »  Asset Management > Search for an Asset

Chartfield Search Criteria

Chartfields to Search by

Fund Code Department Program Clazs Field Praject
| Q| Q Q | Q| Q

QK | Cancel |
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Enter Dept ID
e Enter appropriate dept id

Favorites Main Menu > Asset Management > Search foran Asset

Chartfield Search Criteria

Chartfields to Search by

Fund Code Department Program Class Field Project
| @ [1110030000 @ Q| Q| <

Ok | Cancel |

Click OK.
The Search for an Asset page will load.

Favql'ites MainvMenu : Asset Management > Search for an Asset
i b

Search for an Asset

~ Asset Search Criteria

*Unit: 01110 | SeriallD: | Parent ID: Q
category: | X Location: Q Group ID:

Asset ID: Asset Status: N Senvice - [[Hazardous Asset

Tag Number: ,7 Profile ID: Iiox Chartfield Search Criteria

PO Unit: Q Receipt Unit: Q AP Unit: Q Project Unit: Q
PO No.: Receipt No: Voucher! Project ID: Q

Retrieve

[“] cost Information ["] Acquisition Information [] Location ["] Non Capital Asset Hint

Search | Clear I

Click Search.
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The Search Results are displayed.

Favarites Main Menu > Asset Management > Search for an Asset

Search for an Asset

*Unit: 01110 | Q SeriallD: | Parent ID: Q
Category: l— Q Location: Q Group ID:

Asset: | Asset Status: In Senice M [[IHazardous Asset

Tag Number: li Profile ID: ,70\ Chartfield Search Criteria

PO Unit: QL Receipt Unit: Q AP Unit: Q Project Unit: Q
PO No.: Receipt No: Voucher] Project ID: Q

Retrieve

[] Cost Information [] Acquisition Information ["] Location [ Non Capital Asset Hint

Drill-Down To: — Select Component —
Search Results - Select One Asset to Continue Customiz @) B Fist B 1q00p10 B Lot

[ Asset Information T Asset Cost Information T Acguisition Details T Mo

e Tag Cost
Asset D Description Number Status Category T

(") 000000000392 HP 9000M F268 In Service COMPE JPBDPO5664
() 000000000418 Savin C4535 MFP F297 In Service  COMPD K5160500099
(7 000000000420 HP 4050dtn Printer F300 In Service COMPE CMRXCE6977
() 000000000421 HP 4050dtn Printer F299 In Service COMPE CMNRXGE0720
(") 000000000436 HF 4730 MFP F312 In Service  COMPD JPDLH11885
7y 000000000449 Toshiba EStudio 3510c MFP F325 In Service COMPD CVL717512
() 000000000456 Gateway E4000 F380 In Service  COMPE 0031633614
7y 000000000465 Gateway E-4100 DOP-0163 In Service  COMPE 0033832827

This search retrieved all assets in BU 01110 that are coded with dept id of
1110000000. You can then click on any other tab to look at further information
(Asset Cost Information/Acquisition Details/More).
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Add an Asset using Basic Add

Possible situations when this function is used: To add a new asset into
Asset Management that does not have a split cost. For assets with split cost use
the Add an Asset using Express Add exercise.

Navigation: Asset Management > Financial Management > Owned Assets >
Basic Add

Note: Basic Add can be used to add both expensed and depreciable assets.

To enter an expensed asset (value < $5,000), you must use a category
that ends in “E” and a profile id that begins with “E".

To enter a depreciable asset (value > $5,000), you must use a category
that ends in "D” and a profile id that begins with “D".

The Find an Existing Value page will load.

Favu:‘urr'rtes Mainlﬂenu » Asset Management » Financial Management > Owned Assets > Basic Add

Asset Basic Information

| ! v atow v

Business Unit: p1110 O
Asset ldentification: NEXT

Add

Click on the Add a New Value page. The Add a New Value page will load. Your
default BU will appear in the Business Unit field. The Asset ID field will default as
‘NEXT".

Enter

Business Unit
e Leave as default or
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e Enter the appropriate business unit
Asset ID Field
e Always leave as default ‘NEXT’

Click Add

The Asset Information Page loads.

Favorites Main Menu > AssetMagagement »  Financial Mgnagement » O'.'.rnedv.f\ssets »  Basic Add

Asset Information Asset Acquisition Detail Location/fCommentsiAttributes Manufacture/lLicense/Custodian
Unit: 01110 AssetID: NEXT Tag: In Service
Asset Information
Description: [ Short Description:
CAP# QL seq# Q SetR and D Info...
BT S e ,7 ["] Hazardous Asset Hazardous Code Info...
I DS L HE [[] Clustered Asset
Asset Class: Q Capitalized Asset
*Asset Status: In Senvice - New Asset -
[[] composite Asset  Asset ID:
isiti : 10/28/2011
Acquisition Date & [ Replacement Asset AssetID: Q
Collateral Asset: - [7] Asset is Available Contact: |
*Acquisition Code:  Purchased Phone #:
FERC Code: Q
Financing Code: | Q4

Replacement Cost: Last Update: [

Index Name: | Q

Subindex Name: | Q
Parent/Child: Mone ~ ParentID: <. BookPage
Profile ID: [ a

Bl save Er Add

Update/Display | 4 Include History | [EF Correct History |

The asset status will default as In Service.

The Acquisition Date will default with the current date. The Acquisition Code will
default as Purchased. The Parent/Child field will default as None. New Asset will
be checked.

Enter the Description

e Enter a complete description of the asset
e A detailed description makes yearly inventory much easier and faster for
your Department

Example: Rather than "Computer Monitor”, enter "Samsung SyncMaster912N
Monitor”
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Click Taggable Asset only if the asset is a tangible asset. Please use the
Asset Management Procedure #1 & Intangible Asset Implementation
Guide to determine if the asset is taggable.

Enter Tag Number
e Enter the assigned unique tag number for the asset

Enter Acquisition Date
e This is the date the asset was acquired

Enter Acquisition Code
e Leave as default or
e Choose appropriate acquisition code

Example: If the asset was donated, choose an acquisition code of
“Donated”

Enter Profile ID
e Choose the appropriate profile id

Example: The Profile ID must begin with an “E” for an expensed asset;
for a depreciable asset, the Profile ID must begin with “D".
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Favorites Main Menu > Asset Magagement »  Financial Mgnagement » Dwnedvﬂssets » Basic Add

Asset Information Location/Comments/Attributes | Manufacture/License/Custodian

Asset Acquisition Detail

Unit: 01110 AssetID: NEXT Tag: In Service

Asset Information

Description: |Bamsung SynMasterd12MN Monitor Short Description: Samsung Sy
CAP# QL Seq#: Q SetR and D Info...
(WL} e e ,7 ["] Hazardous Asset Hazardous Code Info...
s ssel e [[] Clustered Asset
Asset Class: Q Capitalized Asset
*Asset Status: In Service - New Asset
[T Composite Asset  AssetID: Q

Acquisition Date: | 10/28/2011 [
Collateral Asset:

*Acquisition Code:  Purchased

[[ Replacement Asset AssetID:

[ Assetis Available  cqptact:

Phone #:

[ &
|
—

FERC Code: [ &

Financing Code: | Q4

Replacement Cost: I— Last Update: B
Index Name: | Q

| Q
Q. BookPage

Sublndex Name:
Parent/Child: MNone ~ ParentID:

ECOMPUTER: G,

Profile ID:

Bl save |
Click on the Asset Acquisition Detail tab.

B Add | Update/Display | £ Include History | [& Correct History

The Asset Acquisition Detail Page will load.
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Favorites Main Menu > Asset Management > Financial Management > Owned Assets > Basic Add

Asset Acquisition Detail Location/Comments/Aftributes

Unit: 01110 AssetlD: NEXT Tag: In Senice
Acquisition Details Find | View Al First 4] 10f1 n Last
| =]

Description: Base Currency: USD

System Source: -

Incentive ID:

Quantity: 1.0000 Interfaces Info...

Amount: | 0.00 cyrrency: USD A Category: Q

Sales Tax: 0.00 Cost Type: |_ Q

Use Tax: 0.00

Freight: | 0.00 Acqguisition Detail Charifields

Misc. Amount: | 0.00

Total Amount: 5000 =

“Capitalize: To be Capitalized -

~ Capitalization Information

Profile ID: Q Defal Book: ASSETS Trans Date:  [10/28/2011 [3]

Rate Type: CRRNT O ] AccumNepr in Current Pd Acctg Date;  |10/28/2011

Trans Code: -
Eamis Amount left to Capitalize: 0.00 USD Quantity left to Capitalize: 1.0000

B save \ Er Add | JE Update/Display | 4 Include Higtory | 5 Correct History |

The quantity will default in as 1.0000. Currency {efaults in as USD. Capitalize
Status defaults as “To Be Capitalized”.

DO NOT MANUALLY CHANGE THIS FIELD. The capitalization status will
automatically change to the appropriate status once you click the yellow
Capitalize button. No accounting entries will ever be created if this is changed.
Also, Finance Accounting and Finance Technical Support will be required to be
involved in correcting this error.

The Profile ID defaults in as what was entered on the Asset Information Page.
The Rate Type defaults in as CRRNT. The Trans Date and Acctg Date both
default in as the current date.

Enter the Description
e Enter a complete description of the asset
e A detailed description makes yearly inventory much easier and faster for
your Department
Example: Rather than “Computer Monitor”, enter "Samsung
SyncMaster912N Monitor”
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Note: You may copy & paste from the Asset Information Page.

Enter the Quantity
e Always leave as default '1.0000’

Enter the Amount
e Enter the appropriate cost of the asset

Enter Trans Code - (only for DONATED ASSETS) - Select “"Donated”

Fa\.fovr'rtes Main_Menu 5 AssetMagagement b FinancialMgnagement > Dwneu:LAssets > Basic Add

Asset Acquisition Detail

LocationiComments/Attributes

Unit: 01110

AssetID: NEXT In Semvice

Firsttl 1 of 1 n Last

Acquisition Details

Find | View Al
i =

Description: |Samsung SyncMasterd12M Monitor Base Currency: USD

System Source: -

Incentive ID:

Quantity: 1.0000 Interfaces Info...

Amount: | 110.00 cyrrency: (USD Q Category: Q

Sales Tax: 0.00 Cost Type: [ &

Use Tax: 0.00

Freight: | 0.00 Acquisition Detail Chartfields

Misc. Amount: | 0.00

Total Amount: 5000
*Capitalize: To be Capitalized -

~ Capitalization Information

Profile ID: Q Default BAok: ASSETS Trans Date: | 10/28/201 [5

Rate Type: CRRNT [] A#cum Depr in Current Pd Acclg Date:

Trans Code: Donated -
Capitalize Amount left to Capijfize: 0.00 USD Quantity left to Capitalize: 1.0000

& Save | Er Add | JEUpdate/Display | 2 Include History | [3 Correct History

Click on “Interfaces Info” link
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The Acquisition Details Page loads.

Faw;'rites MainvMenu > Asset Management > Financial Management » Owned Assets > Basic Add

Acquisition Details

Payables Acquisition

AP Unit; ||—Q PSiAccounts Payable Drilldown Invoice Number: |
Voucheri: | Q@ Invoice Date: E
Vchr Line: I—
Distrib Line: |
vendor:: | @
PO Unit: | @ PpsPurchasing Drildown || yreev: | X PS/POReceiving Drilldown
PO No.: Q ReceiptNo: |
PoLine: | Receipt Line: ||
Sched Num: | stipSog ||
Distrib Line: | ot |
Item ID: |
PCBusUNit | @ PS/Projects Drilldown
Project: I— Q.
Activity: [ |a
Source Type: l—
oK | Cancel |

Enter AP Unit
e Enter appropriate AP Unit that the asset was purchased by

Enter Voucher ID
e Enter appropriate Voucher ID

Enter Vendor ID
e Enter the Vendor ID that the voucher was paid to

Enter Invoice Number
e Enter the Invoice Number that was paid by the voucher

Enter Invoice Date
e Enter the Invoice Date
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Favovr'rtes Main'Menu s Asset Magagement > Financil Management > Dwneu:lvhssets > Basic Add

Acquisition Details

Payables Acquisition

AP Unit: 01110 &, PS/Accounts Payable Drilldown Invoice Number: |1234test
VoucherID: |00004937 O Invoice Date: 8111 5]

Vchr Line:
Distrib Line:
VendorD: 0000000018 & Riverside Motors

Click OK

The Asset Acquisition Page loads.

Favc;r'rtes Mainvl'u'lenu » Asset Management > Financial Management > Owned Assets > Basic Add

AssetInformation | Asset Acquisition Detail Location/Comments/Attributes Manufacture/License/Custodian

Unit: 01110 AssetlD: NEXT Tag: In Senvice
First K0 1 or 1 I Last

Acquisition Details Jiews Al

&[]

Description: |Samsung SyncMaster912N Monitor Base Currency: USD

System Source;

Incentive 1D:

Quantity: 1.0000 Interfaces Info...

Amount: | 11000 ¢y ency: ’E Q Category: Q
Sales Tax: 0.00 Costiype: | R

Use Tax: I—UUU

Freight: | 0.00 Acqguisition Detail Chartfields
Misc. Amount: | 0.00

Total Amount: £110.00 2=

*Capitalize: 4T0 be Capitalized -

~ Capitalization 'nformation
Q Default Book: ASSETS Trans Date: | 10/28/2011 [=
CRRNTC, [F] Accum Depr in Current Pd Acctg Date:  |10/28/2011 [5]

Profile ID:

Trans Code: Donated -
Amount left to Capitalize: 110.00 USD Quantity left to Capitalize: 1.0000
B save | Er Add | BIUpdatemisplay | ) Include History | [ Correct History |

DO NOT MANUALLY CHANGE THIS FIELD. The capitalization status will
automatically change to the appropriate status once you click the yellow
capitalize button. (If this gets changed, the asset will never create accounting
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entries. Also, Finance Accounting and Finance Technical Support will be required
to be involved in correcting this error.)

Enter Category
e Enter the appropriate category. (The category will update to match
the Profile ID (E or D), if entered correctly.

Note: The category must be associated with the profile id that was entered on
the Asset Information Page. The system will automatically correct the category if
entered incorrectly by the user.

An expensed asset (value < $5,000) must have a Category that ends in “E”.
A depreciable asset (value > $5,000) must have a Category that ends in "D".

Favnvrites Main_Menu » Asset Management : Financial Management » Owned Assets > Basic Add

Asset Acquisition Detail Location/Comments/Atiributes

Unit: 01110 AssetlD: NEXT Tag: In Senice
Acquisition Details Find [ view Al First Bl 4 op 1 I Last
i =
Description: |Samsung SyncMaster812M Monitor Base Currency: USD
System Source: -
Incentive 1D:
Quantity: 1.0000 Interfaces Info...
Amount: | 110.00° currency: USD < Category: oure
Sales Tax: 0.00 Cost Type: |—Q
Use Tax: 0.00
Freight: | 0.00 Acguisition Detail Chartfields
Misc. Amount: | 0.00
Total Amount: 511000 =
*Capitalize: To be Capitalized -
~ Capitalization Information
Profile ID: Q Default Book: ASSETS Trans Date:  |10/28/2011 [
Rate Type: CRRNT CL [F] Accum Deprin Current/d Acctg Date:  |10/28/2011 [
Trans Code: Donated -
_ Capitaze | amountleft to Capitalize: ; italize:
pitalize: 10.00 USD Quantity left to Capitalize: 1.0000
B save | Es Add \Update/Display | 2] Include History | [ Correct History

Click on Acquisition Detail Chartfields link
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The Acquisition Detail Chartfields Page loads.

FEI‘."I:Ivr'rtES MainvMenu » Asset Management » Financial Management > Owned Assets > Basic Add

Acquisition Detail Chartfields

Fund Code: |
Department;

Program Code:

Class Field:

Project:

£ 0 000

QK | Cancel |

Enter Chartfield Information
e Enter appropriate chartfield information for the asset

** Chartfield information MUST be added at this point. Once you click
OK or Cancel the Chartfield information that you entered (or didn't
enter) cannot be changed at a later time during the asset addition.

This will result in the need to do a transfer to update the asset with the
correct chartfield information at a later time.

FE‘."E‘II'rtEE Mainlﬂenu »  Asset Management > Financial Management > Owned Assets > Basic Add

Acquisition Detail Chartfields

Fund Code: 10000
Department: ‘I‘I‘IEIEIEISEIEIEI|
Program Code:

Class Field:

L2 L0 000

Project:

0K | Cancel |

Click OK
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The Asset Acquisition Detail Page loads.

Fa\fovr'rtes MainvMenu » Asset Management » Financial Management > Owned Assets > Basic Add
Asset Information Asset Acquisition Detail Location/Comments/Attributes Manufacture/License/Custodian
Unit: 01110 AssetiD: NEXT Tag: In Service
Acquisition Details Find | View Al First Bl o B st
: =]
T |Eamsung SyncMasterd12M Monitor Base Currency: USD
System Source: M
Incentive ID:
Quantity: 1.0000 Interfaces Info...
Amount: | 11000 cyrrency: USD 2 Category: COMPE &
Sales Tax: 0.00 Cost Type: |— Q
Use Tax: 0.00
Freight: | 0.00 Acquisition Detail Charfields
Misc. Amount: | 0.00
Total Amount: $11000 [
~Capitalize: To be Capitalized \
~ Capitalization Information
Profile ID: ECOMPUTER! Default Book: ASSETS Trans Date: _yy10/28/2011 [
Rate Type: CRRNT Q [“] Accum Depr in Current Pd te: (10282011 [
Trans Code: Donated -
Capitalize Amount Ieft to Capitalize: 110.00 Quantity left to Capitalize: 1.0000
Bl save s Add |pdate/Display | 4 Include History | [EF Correct History

Enter Trans Date
e This date is equal to the date the asset was acquired

Note: This date should equal the date that was entered on
the Asset Information Page. The date that was entered on
the Asset Information Page will NOT default into the Asset
Acquisition Detail Page and HAS to be entered manually in
this step.

Enter Acctg Date

e Always leave as the current date default
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*Capitalize: To be Capitalized -

~ Capitalization Information

Profile ID: ECOMPUTER: C, Default Book: ASSETS Trans Date:  [10/28/2011 [
Rate Type: CRRNT @, [E Accum Deprin Current Pd Acctg Date:  |10/28/2041 [+
Trans Code: Donated -
Capitalize Amount left to Capitalize: 110.00 USD Quantity left to Capitalize: 1.0000
&l save | Es Add Update/Display | & Include History | [E* Correct History

Click Capitalize

Favqmes MalnvMenu » Asset Management > Fnancial Management > Owned Assets » Basic Add

AssetInformation Asset Acquisition Detail Location/Comments/Attribute s Manufacture/License/Custodian

Unit: 01110 AssetlD: NEXT
Acquisition Details figws All First (] 10f1 > | Last

FH[E=

In Senice

Description: \Samsung SynchMaster812M Monitor

System Source:

Incentive ID:

Quantity: 1.0000
Amount: 110.00 currency: (W=D
Sales Tax: 0.00

Use Tax: 0.00

Freight: 0.00

Misc. Amount: 0.00

Total Amount: £110.00 B
*Capitalize: To be Capitalized

Base Currency: USD

Interfaces Info...

o — COMPE QY
Cost Type: [a

Acquisition Detail Chartfields

~ Capitalization Information

Trans Date:  [10/28/2011 [

Profile ID: ECOMPUTER Default Book: ASSETS
Rate Type: CRRNT Q) [E] Acum Deprin Current pa Acctg Date: (100282011 [51)
Trans Code: Donated -
Amount left to Capitalize: 110.00 USD | Quantity left to Capitalize: 1.0000

First!I 10f1 ] Last

Asset &Cost Information Find

Book Name Quantity Cost

lssets @ [1.0000 [ 110,00 usD |

Category Cost Type Accum Depr YTD Dep

lcowpE, [ | | usD
Fund Dept Program Class Project

10000 | [1110003000 @ [ Q [ Q [ Q

|

Capitalize and Profile ID is grayed out. Chartfield information should default in
from what was entered in the Acquisition |\Detail Chartfield section above.

Click on the Location/Comments/Attributes tab.
The Location/Comments/Attributes page loads.
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Favorites | Main Menu > Asset Management » Financial Management : Owned Assets : Basic Add
- = - - - -

Asset Information Asset Acquisition Detail Location/CommentsiAttributes Manufacture/License/Custodian
Unit: 01110 AssetlD: NEXT Tag: In Senvice
~ Location Find | View a1 First Kl 1 or 1 B Last
+
Effective Date: h0!284’2011 Eﬂ Effective Sequence: El
Location: K
Address:
City:
County: Jurisdiction:
State: Sector:
Country: Postal:
Geocode:
Location Detail:
Building:
Floor &: Longitude:
Roomd#: Latitude:
Status: Mot Auth. - Date: ] i
Hame: |

* Comments

* Physical Attributes

& save | E Adcll UpdatefDispIayl | Include History | [&* Correct History |

The Effective Date defaults in as the acquisition date. The Authorization Status
defaults in as Not Auth.

Enter Location Code
e Enter the appropriate location code (must begin with “A”).

Enter Location Detail
e Enter detailed information regarding the location of the asset
Example: 2"° FLOOR

Note: This field is not required; however, it can be useful during
year-end inventory.
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Favorites Main Menu > Asset Management > Financial Management > Owned Assets > Basic Add

Asszet [nformation Asset Acquisition Detail Location/Comments/Attributes Manufacture/License/Custodian
Unit: 01110 AssetiD: NEXT Tag: In Service
~ Location anl First K0 4 or 1 B Last
+
Effective Date: 1012812011 31 Effective Sequence: =l
Location: ABRLCOLAVE Q

Cuolchester Ave

Address: Colchester Ave

City: Burlington

County: Jurisdiction:

State: VT WVermont Sector:

Country: USA  United States Postal: 05405
Geocode:

Location Detail: | 15tfloor|

Building:

Floor & Longitude:

Room#t: Latitude:

Status: Not Auth. - Date: B

Name: |

¥ Comments

+ Physical Attributes

& save | Er Adcll Update.fDis-pIayl & Include History | [E# Correct History |
Click Save
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Fa\rty'rtes Mainvr\-'lenu : Asset Management » Financial Management > Owned Assets » Basic Add

* Location
Effective Date: Im El Effective Sequence: l_ =
Location: ABRLCOLAVER Colchester Ave
Address: Colchester Ave
City: Burlington
County: Jurisdiction:
State: VT Vermont Sector:
Country: USA United States S Lt
Geocode:
Location Detail: | 15T FLOOR
Building:
Floor #: Longitude:
Room#: Latitude:

Status: Mot Auth. - Date: [z

Name: |

¥ Comments

¥ Physical Attributes

& save | Er Adcll Updatemismay' 42| Include History | [E# Correct History |

Asset Basic Add has been saved. An Asset ID will be assigned in the upper left
side of the page.

Add an Asset using Basic Add is now complete
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Add an Asset using Express Add

Possible situations when this function is used: To add a new asset into
Asset Management or to add an asset with split cost.

Navigation: Asset Management > Financial Management > Owned Assets >
Express Add

NOTE: Express Add can be used to add both expensed and depreciable
assets.

Favc:vr'rtEE MainvMenu >  Asset Management » Financial Management > Owned Assets > Express Add

Asset ExpressAdd

Add a New Value

Business Unit: p1110 @
Asset ldentification: |MNEXT

Add

The Add a New Value page will load. Your default BU will appear in the Business
Unit field. The Asset ID field will default as ‘NEXT".

Enter Business Unit

e Leave as default or

e Enter the appropriate business unit
Asset ID Field

e Always leave as default ‘NEXT’

Click Add
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The Cost/Asset Information Page loads.

Favovrites Main‘Menu : Asset Management : Financial Management > Owned Assets » Express Add

Unit: 01110 Asset ID: MNEXT
Profile ID: | xQ Trans Date: [1012802011 |50
Description: | Acctg Date: [10r2812011 |5
Location: Q Trans Code: -

Tag Number: Currency: W Q

["] Accum Depr in Current Pd Rate Type: CRRNT -

Asset Cost Information find | view Al First Kl 4 or 1 I Last
Book Name Quantity Cost Salvage =
lasseETs @ [1.0000 | 0.00 usD R | 0.00 USD
Category Cost Type Accum Depr YTD Depr
I—Q |—Q | 0.00 | 0.00 USD Default Profile
Fund Dept Program Class Project

S — e [ & [

» Asset Additional Information
Bl save | [=] Noify Er Add

The Trans Date and Acctg Date will default in as the current date. The Currency
defaults to USD. The Rate Type defaults to CRRNT. The Quantity defaults to
1.0000.

Enter Profile ID
e Choose the appropriate Profile ID

Example: The Profile ID must begin with an “E” for an expensed asset.
The Profile ID must begin with a "D” for a depreciable asset.

Enter Description
e Enter a complete description of the asset
e A detailed description makes yearly inventory much easier and faster for
your Department

Example: Rather than "Car’, enter "2008 Chevrolet Impala”

Enter Location Code
e Enter the appropriate location code. (It must begin with “A".)
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Note: If this is a Donated asset, you must select a Trans Code of "Donated”

Enter Tag Number
e Enter the assigned unique tag number for the asset

Enter Trans Date
e This date is equal to the date the asset was acquired

Enter Acctg Date
e Always leave as the current date default

Favorites Main Menu > Asset Management Financial Management > Owned Assets : Express Add

Cost/ Asset Information
Asset Information

Unit: 01110 Asset ID: MEXT
Profile 1D: IW Q Trans Date: W E]

Description:  |2012 Chewy silverado Acctg Date: [10r2812011 [

Location: lm Q. Barre Trans Code: hd
Tag Number: |1234TESTTAG | Currency: lusolay

[7] Accum Depr in Current Pd Rate Type: CRRNT -

Asset Cost Information Find | View Al First K 1 or 1 Il L ast
Book Name Quantity Cost Salvage =l
lassETs @ [1.0000 | 0.00 USD B | 0.00 USD
Category CostType  Accum Depr YTD Depr

[ e a | 000/ |

Fund Program

Dept
S — _—

¥ Asset Additional Information
[El save | Natify |

Click on Default Profile

E Add |
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In the Asset Cost Information section, the Category will populate with the
category that is linked to the Profile ID that was entered on the Cost/Asset
Information Page. In the Asset Additional Information section, the Asset Class
will default. The Asset Status will default to In Service. The Acquisition Date will
default to the Trans Date that was entered on the Cost/Asset Information Page.
The Acquisition Code will default to Purchased. Parent/Child will default to None.
Taggable Asset and Capitalized Asset will be checked.

Asset Cost Information Find | View Al First | ] 1 of1 o Last
PITTTTTT Quantity Cost salvage [=]
1.0000 0.00 usD 0.00 UsD#,
Category  Cost Type Accum Depr YTD Depr
VEHD | Q 0.00 0.00 UsD
Fund Dept Program Class Project
Q Q Q Q Q

Enter Amount
e Enter the appropriate cost of the asset

Enter Chartfield Information
e Enter appropriate chartfield information for the asset

If this is a split cost asset, click the blue + button to add an additional
row of Asset Cost Information. Repeat the above two steps for the
new row.

Note: The combined quantity of all Asset Cost Information rows must total
1.0000. (Example: If row 1 =.7500 the row 2 must = .2500)

Note: The combined cost of all Asset Cost Information rows must total the full
cost of the asset.
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Asset Cost Information First B 4 or 1 BN Last

Book Name Quantity Cost Salvage =
ASSETS [1.0000 | 3400000 UsD B | 0.00 USD<,
Category Cost Type Accum Depr YTD Depr

VEHD @ [ @ | 0.00 | 0.00 USD

Fund Program Class Project

Dept
10000 @ 1110003000 Q, Q. Q Q

* Asset Additional Information

CAP #: Q. seq#:| Q@

SetR and D Info...

Serial ID: | ["|Hazardous Asset Hazardous Code Info..
Asset Class: CARS Q Taggable Asset
i - Capitalized Asset
“Asset Status: e ] Co:1posile Asset
FERC Code: T
Acquisition Date: 08125/2011 [5 *Acquisition Code: Purchased ~
Collateral Asset: -

Parent/Child: None ~  ParentID: Q
Bl save | [=] Motify | E Adcll

Click Save
Asset Express Add has been saved. The Asset ID has been assigned.

Favr.}vrites Main‘r:'lenu »  Asset Management > Fnancal Management > Owned Assets : Express Add

Cost | Asset Information Depreciation Information Tax Information

Asset Information

Unit: 01110
Profile 10: DCARS Trans Date: ’m@
Description:  [2012 Chevy silverado Acctg Date: [10128/2011 |5
Location: ’m Q. Barre Trans Code: hd
Tag Number: ’m Currency: BN

[Tl Accum Depr in Current Pd Rate Type: CERNT =

Asset Cost Information : First B 4 of 4 I Las

_ FaTTETN T [t Coalrmmn ~ [#1T=
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Navigation: Asset Management>Financial Management>Owned Assets>Basic
Add

Click on the Asset Acquisition Detail Page. The Asset Acquisition Detail Page will
load.

Fa\rovr'rtes MainvMenu » Asset Managem » Financial Management > Owned Assets : Basic Add
Asset |nformation Asset Acquisition Detail Location/Comments/Attributes Manufacture/LicensefCustodian
Unit: 01110 AssetiD: 000000000470 2012 Chewy silverado Tag: 1234TESTTAG In Service
Acquisition Details Find | View Al First | Py )
. (=]
Description: "2012 Chevy silverado Base Currency: USD
System Source: -
Incentive 1D:
Quantity: 1onoe Interfaces Info...
Amount: 4,000.0C Currency: |- 50 Category: EHC
Sales Tax: Cost Type:
Use Tax:
Freight: Acquisition Detail Chartfields
Misc. Amount:
Total Amount: $34 0000
*Capitalize: Already Capitalized
B save | &£\ Return to Search | Er Add UpdateDisplay | 42 Include History | [ Correct History

Click on Interfaces Info link

The Acquisition Details Page loads.
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Favorites | Main Menu > Asset Management : Financial Management : Owned Assets > Basic Add
- H - w - b

Acquisition Details

Payables Acquisition

AP Unit: | @ PSlAccounts Payable Drildown Invoice Number: |
Voucher ID: ’7 Q, Invoice Date: [#]
Vchr Line: ’—
Distrib Line: |
Vendor: | = Q
PO Unit: | |@Q PsPurchasing Drilidown || gypeev: | X PSIPO Receiving Drilldown
PO No.: Q Receiptho: | |
PoLine: [ Recoipt Line: ||
Sched Num: | swpseq ||
Distrib Line: | DistibLn: |
[tem ID: |
PCBusUnit | Q4 PS/Projects Drilldown
Project: ’— &)
Activity: T
Source Type: ’—
0K | Cancel |

Enter AP Unit

e Enter appropriate AP Unit that the asset was purchased by
Enter Voucher ID

e Enter appropriate Voucher ID

Enter Vendor ID
e Enter the Vendor ID that the voucher was paid to

Enter Invoice Number
e Enter the Invoice Number that was paid by the voucher

Enter Invoice Date
e Enter the Invoice Date
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Fa\rovr'rtes Mainvl\-'lenu »  Asset Manvagement > Financial Milnagement » Dwnedvﬁssets > Basic Add

Acquisition Details

Payables Acquisition

AP Unit: WQ PSiAccounts Payable Drilldown Invoice Number: |1234Inv0ice
Voucher ID: W &} Invoice Date: W [#]
Vchr Line: l—

Distrib Line: | |

Vendor ID: lm Q

I [ @ poPurchasing Diilldown || gygecw: | QA PSIPO Receiving Drilldown
PO No.: Q Receipt No: Q

PO Line: l— Receipt Line: l—

Sched um: | ship Seq: |

Distrib Line: Distrib Ln:

Item ID: |
Project Cost Acquisition
PC Bus Unit: QL PSiProjects Drilldown

Project: Q,
Activity: Q,
Source Type:

oK | Cancel |
Click OK

The Asset Acquisition Detail page loads.

: Main Menu > Asset Management > Financial Management > Owned Assets > Basic Add
Asset Information Asset Acquisition Detail Location/Comments/Attributes Manufacture/License/Custodian
Unit: 01110 AssetID: 000000000470 2012 Chevy silverado Tag: 1234TESTTAG In Senice
Acquisition Details First B 1 of 1 IO Last
. =l
Description: |2012 Chewy siverado Base Currency: USD
System Source: v
Incentive 1D:
Quantity: 1.0000 Interfaces Info...
Amount: Currency: USC Category: VEHD
Sales Tax: 0.00 Cost Type:
Use Tax:
Freight: Acquisition Detail Chartfields
Misc. Amount:
Total Amount: $3400000 [
*Capitalize: Already Capitalized
Bl save | 4=\ Return to Search | Es Add Updatz/Dizplay | J& Include History | [E# Correct History

Click Save

Add an Asset using Express Add has been completed
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Add a New Expensed Asset using
Express Add & Use the Copy Function

Possible situations when this function is used: To add multiple assets into
Asset Management with the same information, with the exception of tag number.

Note: All asset information that is entered in the first asset will be
copied into all other assets.

Navigation: Asset Management > Financial Management > Owned Assets >
Express Add

The Add a New Value page will load.

Fa\.fl:uvrites MainvMenu * ASSEtMEIlEgE‘.'mEI'It »  Financial Minagement * O'.'JI‘IEIijESEtS > Express Add

Asset ExpressAdd

Add a New Value

Business Unit: b1110
Asset ldentification: NEXT

Add

Your default BU will appear in the Business Unit field. The Asset ID field will
default as ‘NEXT".

Enter
Business Unit

e Leave as default or

e Enter the appropriate business unit
Asset ID Field

e Always leave as default ‘NEXT’

Click Add

Page 42 of 111
Asset Management
October 2016



The Cost/Asset Information Page loads.

Fa\fo‘l"rtes MainvMenu » Asset Management > Financial Management > Owned Assets > Express Add

Unit: 01110 Asset ID: MEXT
Profilel:: | @ Trans Date: [10/28/2011 3§
Description: | Acctg Date: [10i2802011
Location: [ a Trans Code: -
Tag Number: li Currency: ’EQ
[ Accum Deprin Current Pd Rate Type: CRRNT =
Asset Cost Information Find | View All First 4] 10f1 n Last
Book Name Quantity Cost Salvage =
SSETS @ [1.0000 | 0.00 UsD R | 0.000 USD
Category CostType  Accum Depr YTD Depr
[ & [a | 0.00 | 000 usp __ DefaultProfie |
Fund Dept Program Class Project

- — a2 [ la [

¥ Asset Additional Information

The Trans Date and Acctg Date will default as the current date. The Currency
defaults to USD. The Rate Type defaults to CRRNT. The Quantity defaults to

1.0000.

Enter Profile ID
e Choose the appropriate profile id

B save | [=] Notify E Add

Note: The Profile ID must begin with an “"E” for an expensed asset. The

Profile ID must begin with a "D"” for a depreciable asset.

Enter Description
e Enter a complete description of the asset
e A detailed description makes yearly inventory much easier and faster for
your Department
Example: Rather than "Laptop”, enter "Dell Latitude E6400”

Enter Location Code
e Enter the appropriate location code. (It must begin with “A".)

Note: If this is a Donated asset select a Trans Code of “Donated”
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Enter Tag Number

e Enter the assigned unique tag number for the asset
Enter Trans Date

e This date is equal to the date the asset was acquired
Enter Acctg Date

e Always leave as the current date default

Favorites Main Menu > Asset Management > Financial Management > Owned Assets > Express Add

Cost | Asset Information

Asset Information

Unit: 01110 AssetID: MNEXT
Profile 1D Im Q Trans Date: ’W Eﬂ
Description:  |Dell Inspirion Acctg Date: IME{J
Location:  |AMTP109ST 109 State St Trans Code: -
Tag Number: |FM7878 Currency: luso @
[7] Accum Depr in Current Pd Rate Type: CRRNT =
Asset Cost Information find | View Al First BN 1 of 1 B Last
Book Name Quantity Cost Salvage =l
lAssETs @ [1.0000 | 000 usD R | 0.00 usD
Category Cost Type Accum Depr YTD Depr
[ & a | 0.00 | 000 UsD,, __ DefaultProfie |

Fund Program Class roject

Dept
A A [ & [ A

+ Asset Additional Information

E Save | [=] Motify | Er Adcll

Click Default Profile
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In the Asset Cost Information section, Category will populate with the category
that is linked to the Profile ID that was entered on the Cost/Asset Information

Page.
Asset Cost Information Find | View Al First 4] 10f1 )| Last
Book Hame Quantity Cost Salvage =
[1.0000 | 0.00 usD B | 0.00 usDe,
Category CostType  Accum Depr YTD Depr
COMPEQ, | |Q | 0.00 | 0.00 USD
Fund Dept Program Class Project

a Q Q a a

SetR and D Info...
CAP #: O, Seq#: Q
Serial ID: | | Hazardous Asset Hazardous Code Info..
Asset Class: LAPTOPS & [¥] Taggable Asset
In Service - Capitalized Asset

*Asset Status:

S5€ us ["] composite Asset
FERC Code: h
Acquisition Date: |08/01/2011 [# *Acquisition Code: Purchased ]
Collateral Asset: -
Parent/Child: MNone *  ParentID: Q

B Save | [=] Notify 5 Add

In the Asset Additional Information section:
e Asset Class will default.
e The Asset Status will default to In Service.
e Acquisition Date will default to the Trans Date that was entered on the
Cost/Asset Information Page.
e Acquisition Code will default to Purchased.
e Parent/Child will default to None.
e Taggable Asset and Capitalized Asset will be checked.

Enter Cost
e Enter the appropriate cost of the asset

Enter Chartfield Information
e Enter appropriate chartfield information for the asset
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Asset Cost Information

First B 4 or 1 I Last

Book Hame Quantity Cost Salvage =
ASSETS [1.0000 | 2500.00 USD B | 000 USD#,
Category CostType  Accum Depr YTD Depr

CoMPER, | @ | .00 | 0.00 USD

Fund Dept Program Class Project

10000 | 1110000000 C Q Q, Q

CAP#: Q seq#:| Q
SITEILE | [[Hazardous Asset
Asset Class: LAPTOPS & Taggable Asset
In Serice  « Capitalized Asset
*Asset Status:
o5 i [C] Composite Asset
FERC Code: M

Acquisition Date: |08/01/2011 [ *Acquisition Code: Purchased + ‘&

* Asset Additional Information

SetR and D Info...

Hazardous Code Info...

Collateral Asset: A
Parent/Child: Mone ~  ParentID: Q
Bl save | [=] Motify | Es Adcll
Click Save
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Favovr'rtes MainvMenu » Asset Marlagernent » Financial Mavnagement > Dwnedvhssets » Express Add

Cost/ Asset Information Depreciation Information Tax Information

Asset Information

Unit: 01110 Asset ID: 000000000471
Profile 1D: ELAPTOPS Trans Date: 08/01/2011 |[H]

Description:  |Dell Inspirion Acctg Date: [10iza1z011 5
Location:  |AMTP1098T |Q 1pg State St. Trans Code: -
Tag Number: ’W Currency: JSD

[] Accum Depr in Current Pd Rate Type: CRRNT -

F\rstn 10f1 o Last

Asset Cost Information

Book Name Quantity Cost Salvage =
SSETS [1.0000 [ 250000 USD B | 0.00 UsSD<,

Category Cost Type Accum Depr YTD Depr

COMPESQ, | @ [ 000 | 0.00 USD

Fund Program Class Project

Dept
10000 1110000000 Q | Q | a

~ Asset Additional Information

SetRandD Info..
CAP#: Q Seq#: Q

Serial ID: [T Hazardous Asset Hazardous Code Info...
Asset Class: LAPTOPS (& Taggable Asset
*Asset Status: In Senice = B g:::l:: :::::

FERC Code: M

Acquisition Date;  |[08/01/2011 [ *Acquisition Code: Purchased ~ ]

Collateral Asset: hd

Parent/Child: None ~  ParentiD: Q
& save | [=] Notify | Ex Addl

Asset Express Add has been saved. An Asset ID will be assigned in the upper left
side of the page.
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Navigation: Financial Management > Owned Assets > Basic Add

Asset Information panel loads.

Favorites © Main Menu > Asset Management > Financial Management > Owned Assets > Basic Add

Asset Information Asset Acquisition Detail Location/Comments/Attributes Manufacture/License/Custodian
Unit: 01110 AssetID: 000000000471 Dell Inspirion Tag: FM7878 In Senvice
Asset Information
Description: |De|| Inspirion Short Description: Dell Inspi
CAP#: Q. seqg#: Q SetR and Dinfo...
& R e FM7ETE [[1Hazardous Asset  Hazardous Code Info...
L 2L e [C] Clustered Asset
Asset Class: LAPTOPS O, Laptops Capitalized Asset
*Asset Status: In Senice - New Asset o
[C]composite Asset ~ AssetID:
Acquisition Date: [08/01/2011 [ [ Replacement Asset AssetID: Q
Collateral Asset: - [T Assetis Available  contact:
*Acquisition Code; Purchased -

Phone #:
FERC Code: Q

Financing Code: Q
Replacement Cost: Last Update: £
Index Name: Q

sublndex Name: | Q
Parent/Child: None ~ Parent |D: Q Book Page

Profile ID: ELAPTOPS | Q

B save | A Return to Search | EY Adcll U

3y | £ Include History | [E# Correct History |

Click on the Asset Acquisition Detail tab. The Asset Acquisition Detail Page will
load.

Asset Information Asset Acquisition Detail Location/Comments/Attributes

Unit: 01110 AssetID: 000000000474  Dell Inspirion Tag: FM7878 In Service

Acquisition Details

— =]
Description: pell nspirion Base Currency: USD

System Source: -

Incentive ID:

Quantity: i

Amount: Currency: YSD Category: COMPE
Sales Tax: Cost Type:

Use Tax:

Freight: Acquisition Detail Chartfields

Misc. Amount:

Total Amount: $2,500.00

*Capitalize: Already Capitalized

B save | L\ Return to Search | Es Add

ay | JH Include History | [E* Correct History

Click on “Interfaces Info”
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The Acquisition Details page loads.

Fa\.fnvrites Main_l‘v'lenu > Asset Management > Financal Management : Owned Assets » Basic Add

Acquisition Details

Payables Acquisition

AP Unit: ||—Q P&/Accounts Payable Drilldown Invoice Number: |
Voucher ID: li Q Invoice Date: ’7 [#]
Vchr Line: I—
Distrib Line: |
Vendori:: | = Q
PO Unit: I—O\ PS/Purchasing Drilldown BU Recv: I—Q. PSIPO Receiving Drilldown
PO No:: Q Receiptho: | X
PoLine: | ReceiptLine: |
Sched Num: | supsex ||
Distrib Line: | stz ||
[tem ID: |
PCBusUnit | @ PS/Projects Drilldown
Project: l— QL
Activity: [ &
Source Type: l—
oK | Cancel |

Enter AP Unit
e Enter appropriate AP Unit that the asset was purchased by

Enter Voucher ID
e Enter appropriate Voucher ID

Enter Vendor ID
e Enter the Vendor ID that the voucher was paid to

Enter Invoice Number
e Enter the Invoice Number that was paid by the voucher

Enter Invoice Date
e Enter the Invoice Date
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Favcg'rtes MainvMenu > Asset Manvagement > FinanciaIlenagement 5 Dwnedvhssets > Basic Add

Acquisition Details

Payables Acquisition

AP Unit: WO\ PSiAccounts Payable Drilldown Invoice Number: |D?6543
VoucherID: 00001526 QL Invoice Date:  |10/28111 [
Vchr Line: l—

Distrib Line: |

Vendor ID: 0000014122 G

PO Unit: 2\ pSPurchasing Drilldown || By Recy: 2, PSIPO Receiving Drilldown
PO No.: Q Receipt Mo: Q

PO Line: [ ] Receipt Line: [

Sched Num: ’_ Ship Seq: l_

DistribLine: | DistribLn: |

Item ID: |

PCBusUnit | O P3/Projects Drilldown

Project: Q
Activity: Q
Source Type:

DK | Cancel |

Click OK
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The Asset Acquisition Detail tab loads.

Favorites Main Menu > Asset Management Financial Management > Owned Assets » Basic Add

LocationiCommentsiAttributes ManufactureiLicense/Custodian

Asset Information Asset Acquisition Detail

Unit: 01110 AssetiD: 000000000471 Dell Inspirion Tag: FM7378 In Service
Acquisition Details : First L 1 of1 | Last
— =]

Description: DellInspirion Base Currency: USD

System Source: -

Incentive [D:

Quantity: 1.0000 Interfaces Info...

Amount: 2500007 currency: (USD Category: COWMPE

Sales Tax: 0.00 Cost Type:

Use Tax: .00

Freight: 0.00 Acquisition Detail Chartfields

Misc. Amount: .00

Total Amount: $250000 [

*Capitalize: Already Capitalized

&l save I £\ Return to Search EY Adcll A Update/Display I | Include History | [ Correct History

Click Save

Asset Accounts Payable information (Interfaces Info) has been saved.
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Navigation: Financial Management > Owned Assets > Copy Existing Asset

The Create Asset Copies page loads.

Favorices | Main Menu > Asset Management > Fnancal Management > Owned Assets > Copy Existing Asset

Create Asset Copies
Business Unit: 01110 Trans Date: 102812011 3
Original Asset ID: 000000000474 Dell Inspirion Acctg Date: 100282011 [5]
*Currency: lso & *Rate Type: CRRNT -
Trans Code:
Num of Asset Copies to create: 1 Create Assets |
* Asset Copy Options
Asset Acquisition Info Asset Comments Asset License/Register Info [“] Asset Non Capitalized Cost
Asset Attributes Info Asset Lease Info Asset Maintenance Info Asset Warranty Info
*Asset D; (MNEXT Description: | Parent ID: Q

Taggable Asset Tag Number: Serial ID: |

Find | View Al First 4] 10of1 )| Last

Book: ASSETS Asset Book Base Currency: USD
Customize | Find | View All| B | #8

First [ 4] 10of1 n Last

Quantity Cost Salvage Value Category |CT
| 1.0000 | 2,500.00 USD | 0.00/ USD [COMPEQ, | @

& save | £\ Return to Search | Notify | 4 Refresh |

The Create Asset Copies page loads. The original Asset ID & original Description
will default in. The Trans Date and Acctg Date will default as the current date.
The Currency defaults as USD. The Rate Type defaults as CRRNT. Num of Asset
Copies to Create defaults to 1. Asset ID defaults to NEXT.

All Asset Copy Options are selected except for Asset Non Capitalized Cost. All
other fields default in as the information in the original asset.

Enter Number of Asset Copies to Create
e Enter appropriate number of assets to be copied
Example: If you need 11 assets in all, only enter 10 in this field.

Enter Trans Date
e This date is equal to the date the asset was acquired

Enter Acctg Date
e Always leave as the current date default
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Note: If this is a Donated asset, select Trans Code of “"Donated”

Favorices | Main Menu > Asset Management > Fnancal Management > Owned Assets > Copy Existing Asset

Create Asset Copies

Business Unit: 01110 Trans Date: 082011 [H
Original Asset ID: 000000000474 Dell Inspirion Acctg Date: 100282011 [5]
*Currency: usD & *Rate Type: |CRRNT Q -
Trans Code:
Num of Asset Copies to create: 3 Create Assets
~ Asset Copy Options

Asset Acquisition Info V] Asset Comfhents Asset License/Register Info [] Asset Non Capitalized Cost
Asset Attributes Info Asset Legse Info Asset Maintenance Info Asset Warranty Info

Asset

*psset ID: [MEXT Descriftion: |
[¥] Taggable Asset Tag Humber: Serial ID:

Book Find | View Al First B0 1 o7 1 DN Last

Parent ID: Q

Book: ASSETS Asseft Book Base Currency: USD
Cost Customize | Find | View Al | B0

R -

Quantity /Lost Salvage Value Category |CT

First Bl 1 or 1 B Last

| 1.nomy| 2,500.00 USD | 0.00/ USD [COMPEQ, | @
/

& Save | £\ Returpg/to Search | [=] Notify | 22 Refresh

Click Create Assets
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Favarites Main Menu > Assef Management > Financial Management > Owned Assets > Copy Existing Asset

Create Asset Copies
Business Unit: 01110 Trans Date:  |08/01/2011 [
Original Asset ID: 000000000471  Dell Ingpirion Acctg Date: 102812011 Eﬂ
*Currency: usD & *Rate Type: [CRRNT Q -
— Trans Code:
Num of Asset Copies to create: 3 CeslEfeEELs
~ Asset Copy Options
Asset Acquisition Info Asset Comments Asset License/Register Info [7] Asset Non Capitalized Cost
Asset Attributes Info Asset Lease Info Asset Maintenance Info Asset Warranty Info
*Asset ID; [MEXT Description: | Parent ID: Q

Taggable Asset Tag Number: serialiD: |

eind | view Al First B 4 or 1 Il Last

Book: ASSETS Asset Book Base Currency: USD

Customize | Find | View A1 2] 8 First Kl 4 o1 I Last
Quantity Cost Salvage Value Category |CT
| 1.0000 | 2500.00 USD | 0.00) USD [COMPEQ, [ Q@
*Asset |D; (MEXTZ Description: | Parent ID: Q

Taggable Asset Tag Number: T

Find | View Al First Kl 4 o1 Il Last

Book: ASSETS Asset Book Base Currency: USD
customize | Find | View Al 2| B First Kl 4 op 4 I Last
Quantity Cost Salvage Value Category |CT
| 1.0000 | 2,500.00 USD | 0.00 USD [comPECQ, [ @
*psset ID; |NEXT2 Description: | Parent ID: Q
— ——————— T

The Asset section will open up the same number of asset entry sections as were
entered for Num of Asset Copies to create.

Enter Description for each
e Enter a complete description of the asset
e A detailed description makes yearly inventory much easier and faster for
your Department

Example: Rather than “Laptop Computer”, enter “Dell Latitude E6400”

Enter Tag Number for each
e Enter the assigned unique tag number for the asset
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Enter Serial ID for each

e Enter the Serial ID associated with each asset

Note: This is not a required field, but it is very useful during year end
inventory.

Favgrites Main Menu > Asset Management > Financial Management > Owned Assets > Copy Existing Asset

Create Asset Copies

Business Unit: 01110 Trans Date: 08/01/2011 [
Original Asset ID: 000000000471  Dell Inspirion Acctg Date: 101282011 [
*Currency: USD X »Rate Type: (CRRNTQL -
,_ F———— Trans Code:
Num of Asset Copies to create: 3 Create Assefs

+ Asset Copy Options

Asset Acquisition Info Asset Comments

Asset License/Register Info [7] Asset Non Capitalized Cost
Asset Attributes Info Asset Lease Info Asset Maintenance Info Asset Warranty Info
*Asset ID: NEXT Description: D&l Insprition

Parent ID: Q

[V Taggable Asset Tag Number: FM7502 Serial ID: |

Find | View Al First Bl 1 of 1 I Last

Book: ASSETS Asset Book

Base Currency: USD

Customize | Find | View Al First BN 4 of 1 B Last
Quantity Cost Salvage Value Category |CT
| 1.0000 |

2,500.00 USD |

0.00 USD [cOMPEQ, [ @

Click Save
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Asset IDs are assigned for each new asset.

Favorites | Main Menu > Asset Management > Financial Management > Owned Assets > Copy Existing Asset
- = - - - -

Create Asset Copies

Business Unit: 01110 Trans Date:  |08/01/2011 [
Original Asset ID: 000000000471 Dell Inspirion Acctg Date: 1002812011 Eﬂ
*Currency: USD Q *Rate Type: CRRNT Q -
Crogte Assels Trans Code:
Num of Asset Copies to create: 3 Creals f55 2l
~ Asset Copy Options
Asset Acquisition Info Asset Comments Asset License/Register Info ["] Asset Non Capitalized Cost

Asset Attributes Info Asset Lease Info Asset Maintenance Info Asset Warranty Info

*Asset ID; 1000000004 2 | Description: Dell Insprition Parent ID: Q
Tag Number: FI7502

Sernial ID: |

First BN 4 or 4 B Last

Book: ASSETS Asset Book

Base Currency: USD

Customize | Find | First n 10f1 n Last
Quantity Cost Salvage Value Category |CT
| 1.0000 | 250000 USD | 000 USD [coMPEQ, [ Q@
#Asset|D: V0000000047 | pescription: |E’“} Laptops Parent ID: Q

[¥| Taggable Asset Tag Number: [FM7501 Serial ID:

Find | View Al First Bl 4 o 1 B Last

Book: ASSETS Asset Book Base Currency: USD

=
customize | Find | View A1) O0 | B First B 4 op 4 B Last

I T =

Add a New Expensed Asset using Express Add & use the Copy Function
is now complete.
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Update Asset Information
(Location, Description, Tag Number, Serial ID, etc.)

Navigation: Asset Management > Financial Management > Owned Assets >
Basic Add

NOTE: Some of these fields are effective dated and others are not. We advise
you to always click on the “Correct History” when making these types of changes
to an asset.

Asset Basic Information page loads with Find an Existing Value tab open.

— WA ——

FEI‘.'IIIvr'rtEE MainvMenu ¥ A55etMa|lagement ¥ FinanciaIMavnagement ¥ G'.'JI'IEIjv."LEEEtE » Basic Add

Asset Basic Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

i ancusng vaus | |

Maximum number of rows to return (up to 300); |300
Business Unit: = 01110 o}
Asset ldentification: begins with - (000000000474

Tag Number: begins with -
Parent ID: begins with - Q
Description: begins with -

[“JInclude History [V]Correct History [| Case Sensitive

Search | Clear |EaaicEearch B save Search Criteria

Enter Business Unit
e Leave as default or
e Enter the appropriate business unit

Enter Asset ID or Tag Number

Click on “Correct History” box
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Click Search
The asset loads with the Asset Information tab open.

These fields can be updated on the Asset Information page:

Description

Tag Number
Asset Class
Acquisition Date
Acquisition Code

Favo_rites MainvMenu > Asset Mallagement »  Financial Malnagement ¥ Dwnedvﬁssets » Basic Add

Asset Information Asset Acquisition Detail Location/Comments/Attributes ManufactureiLicense/Custodian

Unit: 01110 AssetID: 000000000474 Exp Laptops Tag: FlES02 In Sevice
Description: [Exp Laptops Short Description: | =XP Laptop

CAP#: Q Seq# Q SetR and D Info...

. o Asset ra0 Numbe [[IHazardous Asset  Harardous Code Info..
EUUEEES S ag Humber: [CIclustered Asset
Asset Class: LAF'TDF'S . |_a Capitalized Asset

*Asset Status: In Senvice New Asset
[“]composite Asset  Asset ID: Q

isiti . [oerotr2011
Acquisition Date: [71Replacement Asset AssetID: Q

Collateral Asset: - [[] Asset is Available Contact: |
cquisition Code:  Purchased - Phone #:
FERC Code: [ Q

Financing Code: Q
Replacement Cost: Last Update: [

Index Name: [ Q
Sublndex Name: | Q
Parent/Child: Mone ~ ParentID: Q BookPage

Profile ID: ELAPTOPS Q)

& save | £\ Return to Search | B Adcll 42 Update/Display | 2 Include History | [E7 Correct Histon,

Click on Asset Acquisition Detail tab.
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Here you can update: Description (Must match the description entered on
the previous tab)

Favorites © Main Menu > Asset Management » Financial Management > Owned Assets > Basic Add
- o - - - -

Asset Information Asset Acquisition Detail Location/CommentsiAttributes Manufacture/License/Custodian

Unit: 01110 AssetlD: 000000000474 Exp Laptops Tag: FME502 In Semice
Acquisition Details Eind | View Al First K 4 o ¢ I Last
=]
Description: |Exp Laptopsl Base Currency: USD
System Source: v
Incentive 1D:
Manantitue 1.000¢ Interfaces Info..

In the Asset Acquisition Detail section, you can click on Interfaces Info and
make necessary changes to the AP information (AP unit, Invoice Number, Invoice
Date, Vendor ID, and Voucher ID).

Favorites | Main Menu > Asset Management : Financial Management : Owned Assets > Basic Add
- H - w - b

Acquisition Details

Payables Acquisition

AP Unit: p1110 |@ PSiAccounts Pavable Drilldown Invoice Number: |D76543

VoucherID: |00001526 @ Invoice Date: | 10/28/2011 %
Vchr Line: ’—

Distrib Line: |

VendoriD: (0000014122 @ Dell Computer Corp

Click OK

Asset Acquisition Detail tab opens back up.
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Click on Location/Comments/Attributes tab. Here you can update the
following items:

o Effective Date (must match Trans Date on the Asset Information tab)
e Location
e Location Detail

Click on the ™ to add a new Location page. You will see the 1 of 1 change to 1
of 2. Enter the effective date, Location and Location Detail for this change in
asset location.

Favc;rites Mainvl‘u'lenu » Asset Management > Financial Management > Owned Assets : Basic Add

Asset Information Asset Acquisition Detail Location/Comments/Attributes Manufacture/LicensefCustodian

Unit: 01110 AssetlD: 000000000474 Exp Laptops Tag: FME502 In Service

~ Location pind | view sl First K 4 or2 I Last

S~ =
fror2ar2011 Effective Sequence: 1 =
AMTP10BLD:
Q 10 Baldwin 5t.
City: Montpelier
County: Jurisdiction:
State: VT Vermont Sector:
Country: USA  United States Postal: 05602
CH
Location Detail: GROUND FLOOF
Building:
Floor #: Longitude:
Roomd#: Latitude:
Status: - Date: [
Name: |

F Comments

+ Physical Attributes

B save | £\, Return to Search | E Adcll UpdatefDlsplayl J Include History | [ Correct History |
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Click on Manufacturer/License/Custodian tab. Here you can update the
Serial ID, Manufacturer Name, Model, etc., if dictated by your Department.

Favovr'rtes MainvMenu > Asset Management » Financial Management > Owned Assets > Basic Add

Asset Information Asset Acquisition Detail

Location/Comments/Attributes Manufacturel/License/Custodian

Unit: 01110 AssetiD: 000000000474 Exp Laptops

Tag: FME502 In Service

~ Manufacturer Information

Serial 1D:

Model:
Product Version:
Production Date:

Manufacturer Name: |

|
—
]

Q

Plant: |
Contact: |

* License Information

After you make the necessary changes on each of the tabs, click Save

Update Asset Information is now complete.
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Enter an Asset Related Voucher

Situations when this function is used: Entering an Asset related voucher is
similar to creating a Regular Voucher with the addition of entering the asset
related information within the asset tab of the distribution area. Voucher
distribution lines containing Asset Management information are passed directly to
the Asset Management module via the Asset Management /AP interface
processes.

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Favavr'rtes MainvMenu »  Accounts Payable » Vouchers : Add/Update : Regular Entry
Voucher
[ ] Add a New Value
Business Unit: 01110 |G
Voucher ID: MNEXT
Voucher Style: Regular Youcher -
Short Vendor Name: Q.
Vendor ID: &}
Vendor Location: a,
Address Sequence Number: 0
Invoice Number:
Invoice Date: El
Gross Invoice Amount: 0.00
Estimated No. of Invoice Lines: 1
Add

Your default BU will appear in the Business Unit field. Voucher ID will default as
NEXT.

Much of the voucher information can be entered in the voucher add function or
entered later in the voucher pages.

Enter Business Unit
e Leave as user default or
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e Enter appropriate business unit

Enter Vendor ID

e Enter the vendor number and be sure to include all of the zero’s and tab
out of the field. Short Vendor Name, Vendor Location, and Address
Sequence Number populate

Note: If you need to search for a vendor use the following navigation: Vendors
> Vendor Information > Add/Update > Vendor. Please see the ‘Looking Up
Vendors’ exercise in the Accounts Payable Manual starting on page 14.

Enter Invoice Number
e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number
must be entered per the Agency of Administration’s Bulletins #5 and
#5.5.

Enter Invoice Date: As per the vendor’s invoice

Enter Gross Invoice Amount

Fa\.ruvr'rtes Main‘[ﬂenu » Accuuntépayable b 'u'uughers 3 Add,lepdate » Reqular Entry
Voucher
[ | Add anew value
Business Unit: 01110 (G
Voucher ID: MNEXT
Voucher Style: Regular Voucher -
Short Vendor Name: STAPLES#16-001 C
Vendor ID: 0000003393 O
Vendor Location: SINGLE QL
Address Sequence Number: 13,
Invoice Humber:
Invoice Date: 10/2011 Bl
Gross Invoice Amount: 200.00
Estimated Mo. of Invoice Lines: 1
Add
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Click Add

The Invoice Information page loads.
Favnvr'rtes Main_l'v'lenu > Accuuntgpayable b Vuughers > Adde‘J'pdate » Regular Entry

Invoice Information Payments Voucher Attributes

Business Unit: 01110 Invoice Number: |
Voucher ID: MNEXT Invoice Date: 10/2012011 [+
Voucher Style:  Regular

Vendor: WQ Misc. Amount: ’7 =i Mon Merchandise Summary
Name: [STAPLES#16-001 |Q Freight Amount: |

Location: W Q

*Address: |_1 Q

Staples #166 Total: 200.00
8671 Williston Rd Balance: 0.00

S Burlington, VT 05403

Comments

The information entered on the Add a New Value page has populated the fields
on the Invoice Information page. The following information defaults in:
Accounting Date = current date, Currency = USD, Distribute by = Amount, Ship
To = default ship to location for your Business Unit & GL Unit defaults in.

Scroll down the screen and the Invoice Lines box can be seen.

Advanced Vendor Search

*Pay Terms: et 30 - Basis Dt Type: Imvoice Date Action: ~ Run

Accounting Date: [1p/31/2011 |[3
Control Group: Q *Currency: UsD @

Copy from a Source Document

PO Unit: O, Purchase Order: Q CopyPO | Worksheet Copy Option: None -
Invoice Lines endlview Al First B 4 or 1 B Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount =
1 Amount ~ | Q| [ Q| [ 200.00
Ship To SpeedChart
PP, [ @ [JUseOneassetip
~ Distribution Lines Customize | Find |
" GLChartrielns 1 [JELChanRFies 20| ExchangeRate | | S A
Amount Guantity | *GL Unit *Account Fund Department Program |Class Project Affiliate Openltem
1 20000 | [o1110 1@ | Q| Q| Q| Q| Q| Q| Q| Q & =
= save | [=] Notify | s Refresh | Eq.Addl UpdatafDisplayl

Enter Line Description
e Enter the description of what you are paying the invoice for
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Enter Quantity
e Enter the number of items on the invoice

Enter Account Number

e Enter the account number or
e Click on the magnifying glass to select from the list

Enter Fund

e Enter the fund or
e Click on the magnifying glass to select from the list

Enter Dept ID
e Enter the Dept ID or

e Enter the last 4 digits of your business unit (to narrow your search) and
click on the magnifying glass to select from the list

Enter Program (If used by your department)
Enter Class (If used by your department)
Enter Project/Grant (If used by your department)

Copy from a Source Document

PO Unit: 2, Purchase Order: Q_ CopyPO Worksheet Copy Option: None -

Invoice Lines Find | View Al First Kl 1 or 1 I Last
Line *Distributeby Item Description Quantity UOM  Unit Price Extended Amount =
1 Amount ~ | @, [Example 1 [ Q| [ 200.00

Ship To SpeedChart

’mq ’—Q [ use One Asset ID
~ Distribution Lines Customize | Fi (B 4 o g I Lot

" GL ChartFields 1 [[JGLChanFieids 2| Exehange Rate | | Stati

'_Amount Quantity (*GL Unit *Account Fund |Depa ogram | Class Project Affiliate Openftem

1| 20000 [1.0000 (01110 4 [s22800 O [100p8”C [1110003000 O | Q| Q| Q| Q| Q & [

Click on the Assets Tab
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Assets tab opens.

Copy from a Source Document

PO Unit: Q. Purchase Order: Q. CopyPO | Worksheet Copy Option: Mone -
Invoice Lines Find | Wiews All First B 1 of 1 I Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount (=
1 Amount - | Q [Example 1 | Q | | 200.00
Ship To SpeedCha
|pFMMTpU|Q | Q [¥]use One Asset ID

~ Distribution Lines Cusitomize Al 12
" Gl ChartFields 1 | GL CharfFields 2 T [xchange Rate tistics ‘|' Assets

Asset |Business Unit |Profile ID Asszet D Sequence Humber Cost Type

Click on Use One Asset ID
e Assigns a single Asset ID to multiple distribution lines

Click on the Asset checkbox

Copy from a Source Document
PO Unit: . Purchagf Order: G, CopyPO | Worksheet Copy Option: None -

Invoice Lines i Y First B0 4 or 1 I Last

Description Quantity UOM  Unit Price Extended Amount =]
Q, [Example 1 | Q | 200.00

Line *Distribute by Itery
1 Amount - |

Ship To SpeedChart

a [¥] Use One Asset ID

v Distribution _ines Customize | Find | View Al | 2] 3 First B0 4 of 1 I Last
: =
GLchartFie'ds 1 | GLCharFields2 | ExchangeRate | Statistics | Assets JJE

Asset !Tiusiness Unit | Profile ID Asset ID

New boxes open to enter asset information.

Enter the Asset Management Business Unit

e Enter the AM Business Unit or
e Click on the magnifying glass and select from the list

Enter the Asset Profile ID
e This field determines the depreciation of the asset. Profile ID that starts
with “E” is used for items with cost less than $5,000. Profile ID that starts
with D" is used for items with a cost of $5,000 or more.
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Leave Asset ID as "NEXT”

e This allows the AM system to assign the next appropriate asset_id for the
given Business Unit.

Copy from a Source Document

PO Unit: Q. Purchase Order: G, CopyPO | Worksheet Copy Option: None -
Invoice Lines gind | view Al First Bl 1 of 1 Bl Last
Line *Distribute by Iltem Description Quantity UOM Unit Price Extended Amount El
1 Amount  w | Q, |[Example 1 | Q | | 200.00
Ship To SpeedChart
PEMTPOIC, | @, [Y|Use One AssetID

~ Distribution Lines Customize | Find | View Al | @| i Firat K 1

" GlLchartFields 1 | GLChartFieds2 | ExchangeRate | Statistics | Assets

Asset |Business Unit | Profile ID Asset D Sequence Number Cost Type
[01110 @ [ELAPTOPS Q. NEXT Q. 1 Q [=]

Click Save

The warning message below will appear if entering in $5000.00 or more.

You have entered an item valued at $5,000 or more. Should you have
documented this itermn as an asset? If so, pleasefillin the related asset
information.

(0] I Cancell

Click OK
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Favovr'rtes Mainvrv'lenu s> Accounts Payable » Vouchers > Add/Update : Regular Entry

Summary Invoice Information ” ” ]

Invoice Number: |Example 12345

Invoice Date: 102002011 [3
Vendor: pguggugggg aQ Misc. Amount: =] Mon Merchandise Summary
Name: STAPLES#16-001 Freight Amount: =
Location: ZINGLE Q,
*Address: iist
Staples #166 Total: 6,000.00
861 Williston Rd Balance: 0.00

S Burlington, VT 05403

Voucher is saved and a Voucher ID number has been assigned. Batch processes
are currently run manually by Financial Operations to put the asset information
entered on the voucher into the Asset Management module. It may take up to 3
business days for the processes to be completed and the asset to be created in
Asset Management.

The asset will need to be updated in Asset Basic Add to include
required information that does not flow in from the Accounts Payable
module such as Tag #, Location ID as well as any other information the
department chooses to add. Follow the exercise in this manual to Update
Asset Information.

Enter an Asset Related Voucher is now complete
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Enter a Capital Lease Asset

NOTE: Before entering a capital lease into VISION, you will need a
Lease Agreement, including interest rates and principal amounts. The
Department also needs prior approval before entering into a Capital
Lease. For information and guidance for leasing office or other
equipment go to: http://aoa.vermont.gov/sites/aoa/files/SecMemo/10-13-
2005 Capital vs Operating Lease.pdf

This guidance document also defines a Capital Lease. Capital Leases must be for
a period of time exceeding twelve (12) months and meet at |least one of the
following criteria:

e Lease Term is greater than 75% of the asset’s estimated economic life;

e Lease contains an option to purchase the asset for less than fair market
value;

e Ownership of the asset is transferred to the lessee at the end of the lease
term; and/or

e Present value of the lease payments equals or exceeds 90% of the asset’s
fair value.

Note: Prior to entering a Capital Lease into VISION, determine the
lease inception date. If this date is in a prior period/month you must
contact Financial Operations.
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Navigation:

Asset Management > Financial Management > Leased Assets >
Express Add

The Lease ExpressAdd page will load. Your default BU will appear in the
Business Unit field.

Note: Prior to entering a Capital Lease into VISION, determine the
lease inception date. If this date is in a prior period/month you must
contact Financial Operations.

Fa\.fl:‘urr'rtes Main‘rﬂenu » Asset Management > Financial Management » Leased Assets : Express Add

Lease ExpressAdd

Add a New Value

Business Unit: p1110 Q
Asset ldentification: NEXT

Add

The Asset ID field will default in as ‘NEXT’; leave as default.

Click Add

The Definition tab of the Asset page will load. The Trans Date and Acctg Date
will default as the current date. The Currency defaults to USD. The Rate Type
defaults to CRRNT. The Lease Payment Type defaults as Arrears. The Lease
Type defaults as Capital.
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Favorites | Main Menu > Asset Management > Financial Management > Leased Assets > Express Add
- = - - - -

Definition

Step Lease Payment

Payment Schedule

Unit: 01110 AssetID: MNEXT

Profile ID: | Q Trans Date:  |10/31/2011 [

Description: | Acctg Date:  [10/3172011 |5

CAP #: [ & Seq#:,_Q Trans Code: v

Tag Number: Currency: W 2 Rate Type: CRRN ~

b Lease Information

Borrowing Rate(%):

Payment Schedule ID:

Fair Market Value:  |0.00

Guaranteed Residual |0.00

Lease Term: Periods Minimum Rental Payment (MRP): 0-00
Estimated Life: Periods Minimum Lease Payments (MLP): 0.00
Interest Rate (%):

Present Value Lease Payments:  0.00

Capitalized Lease Amount: 0.00

Interim Rent (Monthly): 0.00

[] capitalize Interim Rent

Calculate

Value: Lease Payment Type
FBPO () Advance @ Arrears
[[IerO Lease Type

@ Capital
[“| Transfer Ownership end lease

) Operating ~ Verify |

[ Step lease

=] Savel [=] Motify | s Refresh |

S Add |

Select the Profile ID. Click on the magnifying glass next to the Profile ID to view

the available choices.

To look up the Profile ID, put “CPLS in the field and click Look Up. This will
return all Capital Leased Asset Profile IDs.

You must use a Profile ID that begins with CPLS.

Look Up Profile ID

Search by: Asset Profile ID begins with |GPL

Loak Up | Cancel |Advanced Lookup

Search Results

Asset Profile ID |Description

CPLSBELDG Capital Leased Buildings ¥
CPLSEQUIP  Capital Leased Equipment
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Select the appropriate Profile ID.
Type in a Description. Enter a complete description of the asset.
Enter the Tag Number. Enter the assigned, unique, tag number for asset.

Enter the Trans Date. This date is equal to the date the asset was acquired
(lease inception date).

NOTE: If the lease inception date is not in the current period,
please contact Financial Operations for specific instructions on
how to enter this capital lease correctly.

Enter the Acctg Date. Always leave as the current date default.

Click on the down arrow for Trans Code and select the appropriate code.
Typically you will use “"Add” for a newly leased asset.

FE\'EIvF'ItE'.'S MainvMenu > Asset Management > Financal Management » Leased Assets > BExpress Add

Unit: 01110 Asset D MNEXT

Profile ID: CPLSEQUIP @ Trans Date:  |10/19/2011 |[5)

Description: Example Acctg Date: | 10/31/2011 [

CAP#: A seq#: Q Trans Code: ~ Add M

Tag Humber: 124556 Currency: USD Q. Rate Type: CRRN ~

b Lease Information

Click on Lease Information

In the Lease Information section, enter the Lease ID.
e This field is not required, but is very useful.

Enter the Vendor ID.
e This field is not required, but is very useful.
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Favavrites MainvMenu s Asset Management > Financial Management » Leased Assets > Express Add

[ Deinition [ Gast | I ]
Unit: 014110 Asset ID: MEXT
Profile ID: CPLSEQUIP Trans Date: 101972011 [
Description: Example Acctg Date: | 10/3172011 El
CAP #: QA seq#: Q Trans Code:  Add -
Tag Number: 124556 Currency: USD 2 Rate Type: CRRN ~

¥ Lease Information

Lease ID: Color Printer 34666 Acceptance Date: [
Vendor ID: 0000188028 QO Receipt Date: B
: El
Vendor Contact: | Lease End Date:
Responsibility:
Comment:

Enter the Lease Term
e Enter the appropriate lease term, in months. This must be the number of
months for the lease. Do not enter this as the number of quarters or
years.

Enter the Interest Rate
o Enter the appropriate interest rate. Make sure this information is part of
the lease agreement from the vendor before signing it.

Choose the Payment Schedule ID
e Select the General Payment Schedule

Enter the Fair Market Value
e Enter the appropriate fair market value. Make sure this information is part
of the lease agreement from the vendor before signing it.

Enter the Minimal Rental Payment
o Enter the appropriate minimal rental payment. If your lease is a quarterly
lease, be sure to enter the rental payment as a monthly amount and NOT
a quarterly amount.
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Lease Term: | Periods Minimum Rental Payment (MRP): 0.00
Estimated Life: |—35 Periods Minimum Lease Payments (MLP): 524938
Interest Rate (%): Present Value Lease Payments: 5249 80
Borrowing Rate(%): Capitalized Lease Amount: 5,249.80
Payment Schedule 1D: A Interim Rent {Monthly): 0.00

Fair Market Value: |D.DD
Guaranteed Residual |D.DU

[] capitalize Interim Rent Calculate

Value: Lease Payment Type
[BPO - ) Advance @ Arrears
[CBrRO Lease Type

@ Capital ) Operating ~ Verify

[“I Transfer Ownership end lease

[T] step lease

Click on the Calculate button.

X

Lease Term: Feriods Minimum Rental Payment {MRP}: 145,83

Estimated Life: Periads Minimum Lease Payments (MLP); 5240383

Interest Rate (%): 3.180 Present Value Lease Payments: 500017

Borrowing Rate(%): I:I Capitalized Lease Amount: 5.000.00

Payment Schedule ID: | General Payment Schedule “| " interim Rent (Monthiy): 0.00 |
Fair Market Value:  |5,000.00 | [ Capitalize Interim Rent | Calculate |
Guaranteed Residual |D.DE| |

Value:

[IBPO O Advance ® Arrears

[ero

® Capital (O operating ~ Verify

[ Transfer Ownership end lease

The Estimated Life defaults in as the Lease Term (previously entered).

Minimum Lease Payments and Present Value Lease Payments will default
in as calculated by the system.

Capitalized Lease Amount defaults as Fair Market Value.

Click Verify. This Warning Message will appear:
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Criteria has been met for a Capital Lease according to FASE Statement 13,

801412
Criteria has been met for a Capital Lease according to FASE Statement
13.

Click OK.

Click on the Cost tab.

Favorites | Main Me »  Asset Management » Financial Management » Leased Assets » Express Add
- i - - b 4 -

Definition Cost Step Lease Payment Payment Schedule

Unit: 01110  AssetID: NEXT Example Status: In Service

Lease Book:  ASSETS AssetBook Currency:  USD

Asset Cost Information Customize | Find | B2 B First B0 4 op 1 B0 Last
[ cost |[[Chartfieids, [ Depraciaton

Quantity |Enst Salvage Value Category

h.oooo | | 524080 USD | 0.00 USD [ & =

The Cost pagq will load. The asset Description and Cost will default.

Click on the Chartfields tab.

Favorites | Main Menu > Asset Management : Financial Management > Leased Assets : Express Add
- = - > - -

Definition Step Lease Payment Payment Schedule

Unit:

01110 AssetID:  NEXT Status: In Service

Lease Book:  ASSETS Asset Book Currency:  USD

Asset Cost Information Customize | Find | B0 B First B 4 op 0 B0 Last

st chartieias |Depreciation) &L,
Program Class Project

Enter the appropriate/Chartfield information.

Click on the Payment Schedule tab.
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Fa\fovr'rtes MainvMenu » Asset Management > Financial Management > Leased Assets > Express Add

Definition Cost Step Lease Payment Payment Schedule

Unit: 01110 AssetlD: NEXT Example Status: In Service

Lease Book: ASSETS Asset Book Currency: usD

Payment Schedule
1/[11/01/2011 [ 145.83|USD || 0.00 14583 [N Q [=]
2|[12/01/2011 [3 145.83|USD || 0.00 | 14583 [N Q =]
3/|01/01/2012 = 145.83|USD || 0.00 14583 [N Q [=]
4020112012 [5 145.83|USD || 0.00 | 14583 [N Q =]
5/|03/01/2012 [= 145.83|USD || 0.00 14583 [N Q [=]
6/(04/01/2012 [=] 145.83|USD || 0.00 | 14583 [N Q =]
7 ||05/01/2012 [51) 145.83|USD || 0.00 14583 [N Q [=]
8/|06/01/2012 [= 145.83|USD || 0.00 | 14583 [N Q =]

B save | [=] Notify | %) Refresh | [Er Add

The Payment Schedule page loads. The Payment Date, Interest Expense and
Obligation Reduction default in as calculated by the system based on the Trans
Date that was previously entered. The Payment Total column equals the
Minimum Rental Payment previously entered.

Note: Above the Payment Type column, the page only shows lines 1-8 of 36
for the payment schedule. If you click on View All, the page will load all lines of
the payment schedule. The Payment Schedule information should never
be updated unless instructed by Financial Operations.

Click Save.

This Warning Message may appear (depending on the terms previously entered):

Warning — FMY = 5000, and NPV = 500017, You should change the interest rate and recalculate the payment schedule (8015,30)
FIV is = the Net Present Value. FIV is used as the capitalized lease amount.

You should change the interest rate and recalculate the lease amorization schedule. The lease obligation amount should be the same as the FMV (FASE 13).
oK Cancel

Click OK.
The Capital Lease has been saved.

An Asset ID will be assigned in the upper left hand corner of the page.

Enter a Capital Lease Asset is now complete
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Adjust the Cost of an Asset

Possible situations when this function is used: To adjust the cost of an
asset that is currently in Asset Management, due to revaluation. To adjust the
cost of an asset that was originally entered into Asset Management with an
incorrect cost.

VISION Asset Management allows for assets to be adjusted once they
are entered. The cost, quantity, and chartfield information can be
adjusted. The cost and quantity are considered an adjustment in AM.
The chartfield information is considered a transfer in AM.

Only one type of adjustment can be done at a time. For example: If an
asset was in the system with an incorrect cost and incorrect Dept ID,
the cost would need to be adjusted and saved, then the Dept ID would
need to be transferred and saved in two separate transactions.

Navigation: Asset Management > Financial Management > Financial
Transactions > Cost Adjust/Transfer Asset

Favorites | Main Menu > Asset Management » Financial Management > Financial Transactions > Cost Adjust/ Transfer Asset

Asset Cost Adjust/Transfers

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): |300
Business Unit: = - p1110 Q

Asset ldentification: begins with

Tag Humber: beqgins with -

Parent ID: begins with - Q
Description: pegins with -

Asset Status: = - -

Include History Case Sensitive

Search | Clear |E!asicSearch B save Search Criteria

Your default BU will appear in the Business Unit field.

Enter Business Unit

e Leave as default or

e Enter the appropriate business unit
Enter Asset ID
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e Enter the appropriate asset id

Click Search

The Main Transaction page loads.

Fa\fovr'rtes i MainvMenu » Asget Management » Financial Management » Financial Transactions > Cost Adjust/ Transfer Asset

Unit: 01110 AssetID: 000000000474 Exp Laptops Tag: FMB502 In Service

Transaction Date: [10/31/2011 [ Copy Changes to Other Books
Accounting Date: |10/31/2011 El Copy to Other Books Options

Transfer Other Books  Amount -

Transaction Code: Q by:
Adjust Other Books Amount -
Rate Type: CRRNT 2, ] by

Include Convention: Exclude -

Action: - Select Action — - GO

E save | 42\ Return to Search | [=] Notify | | A Include History |

The transaction and accounting date will default with the current date. The rate
type will default as CRRNT. Copy Changes to Other Books will be checked. “In
Service” will show in upper right hand corner of page.

Enter the Transaction Date
e This date is equal to the date that the adjustment should take place

Select Action
e  Choose Adjustment

Favorites = Main Menu > Asset Management Financial Management : Financial Transactions > Cost Adjust/ Transfer Asset

Unit: 01110 AssetID: 000000000474 Exp Laptops Tag: FMB502 In Service
Transaction Date: [10/2011 [ Copy Changes to Other Books
Accounting Date: | 10/31/2011 [#] Copy to Other Books Options
] Transfer Other Books  Amount -
Transaction Code: Q by:
j A t -
Rate Type: CRRNT @, Adjust Other Books by Amoun
Include Convention: Exclude -

Action: Adjustment - GO

Bl save | &L Return to Search | [=] Notify |

Click Go

22| Include History
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The Cost Information Page loads.

Favovr'rtes Main_Menu » Asset Management » Financial Management : Financial Transactions » Cost Adjust/ Transfer Asset

Main Transaction Cost Information

Unit: 01110 AssetID: 000000000474 Exp Laptops Tag: FMB502 In Semvice

Change Location

Find | View Al First ma 5 o . W st
Book Name: ASSETS Asset Book Base Currency: USD Con (\Mid'MC'”th )

+ Cost History

Edit Cost Information

Adjust All Rows By:  Percent: Quanti‘ty:| Cost: | currd (USD G Apply =
Quantity Cost Salvage Cafegory CostType Unit
[2.0000 | 2,250.00 | 0.00
Fund Dept Program Class Project
22005 1110003000
Adjust Current Row By: | UsD Apply_ |
B save | £\ Return to Search | [=] Motify | A Include History

All current cost information defaults in.

**CHANGE THE CONVENTION TO MID-MONTH**

Adjust the Cost
e Change the existing cost field to equal what the cost should be
For example: If the cost is currently $2,500 and should be
$2,250, change the amount of $2,500 to $2,250.

OR

e Enter an adjustment in the “Adjust All Rows By” row
For example: If the cost is currently $2,500 and should be
$2,250, enter -$250 in the “Adjust All Rows By"” row, in the cost
field.

Note: An adjustment amount should only be placed on ONE field. Only
one field can be used at a time.
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Favuvr'rtes MainvMenu b AssetMagagement b FinancaIMEnagernent b3 FinanciaITlansactions »  Cost Adjust/ Transfer Asset

Main Transaction Cost Information

Unit: 01110 AssetiD: 000000000474 Exp Laptops Tag: FME502 In Service

Change Location

Find | View All First o 10of1 > | Last

Book Name: ASSETS Aszet Book Base Currency: LUSD Convention: Actual Manth M

» Cost History

Edit Cost Information

Adjust All Rows By:  Percent: Quantity:| Cost: | curr: [USD @ Apply HE
‘Quantity Cost Salvage Category CostType Unit
[1.0000 [ 2250.00 | 0.00

Fund Dept Program Class Project

10000 1110000000

Adjust Current Row By: | UsD Apply | 7

B save | 4=\ Return to Search | [=] Motify | 4] Include History

Click Apply

Asset Cost adjustment has been applied.
Click Save

Asset cost adjustment has been saved.

The adjustment does not show on the asset if you go to Basic Add to view the
asset. To see the adjustment you made to the asset:

Navigation: Asset Management > Financial Management > History > Review
Cost

Your default BU will appear in the Business Unit field.

Enter Business Unit
e Leave as default or
e Enter the appropriate business unit

Enter Asset ID
e Enter the appropriate asset id
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Fa\rovr'rtes MainvMenu = Ascet Management » Financial Management > History > Review Cost

Asset Cost History

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300} |300

Business Unit: = - [01110 Q
Asset ldentification: begins with - |UUUUUUUUU|4?4
Tag Number: begins with - |
Parent ID: begins with - | e}
Description: begins with = |
Asset Status: = hd -
[T case Sensitive
Search | Clear |Elasic Search [E) Save Search Criteria
Click Search

Fa\rovr'rtes MainvMenu : Asset Management > Financal Management » History > Review Cost

Cost History List Cost History Detail Mon Cap History List Non Cap History Detail

Unit: 01110 AssetlD: 000000000474 Exp Laptops Tag: FME502 In Service

First B 4 or 1 M Last

Book Name: ASSETS Asset Book Currency: USD
Total Cost: 2 250.00

Customize | Find | View A1J 2] B First B 12 052 Bl Last
| ustomize
Cost |[[Chartfieids

Total Cost | Detail

1 10/28/2011  ADD 1.0000 2,500.00 Detail
2 10/31/2011 ADJ -250.00 Detail

Bl save | 4 Return to Search | [=] Natify |

Adjust the Cost of an Asset is now complete
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Adjust the Quantity of an Asset

Possible situations when this function is used: To adjust the quantity of
an asset that was loaded through Accounts Payable with an incorrect quantity.
To adjust the quantity of an asset that was manually entered into Asset
Management with an incorrect quantity.

Note: Each asset in VISION should have a quantity equal to 1.000.

VISION Asset Management allows for assets to be adjusted once they are
entered. The cost, quantity, and chartfield information can be adjusted. The cost
and quantity are considered an adjustment in AM. The chartfield information is
considered a transfer in AM. Only one type of adjustment can be done at a time.

For example: If an asset was in the system with an incorrect cost and incorrect
Dept ID, the cost would need to be adjusted and saved, then the Dept ID would
need to be transferred and saved in two separate transactions.

Navigation: Asset Management > Financial Management > Financial
Transactions > Cost Adjust/Transfer Asset

Your default BU will appear in the Business Unit field.

Enter Business Unit
e Leave as default or
e Enter the appropriate business unit

Enter Asset ID
e Enter the appropriate asset id

Fa\fovr'rtes MainvMenu » Asset Management > Financial Management > Financial Transactions > Cost Adjust/ Transfer Asset
- - -

Asset Cost Adjust/Transfers

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): |300
Business Unit: = - 01110 Q
Asset Identification: begins with - UUUUUUUDUH—M

Tag Humber: begins with

Parent ID: begins with ~ a,
Description: begins with

Asset Status: = - -

Include History Case Sensitive

Search Clear |pasic Search Save Search Criteria
Click Search
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The Main Transaction Page loads.

Fa\.fnvrites’MainvMenu » Asset Management » Financial Management > Financal Transactions » Cost Adjust/Transfer Asset

Unit: 01110 AssetlD: 000000000474 Exp Laptops Tag: FME502 In Service
Transaction Date: [10/31/2011 [5 Copy Changes to Other Books
Accounting Date: ’W 5 Copy to Other Books Options
T T l— Q ';;.:ansfer Other Books  Amount -
T w Q Adjust Other Books by  Amount -
Include Convention: Exclude -
Action: —Select Action — hd ﬂ

Bl save | Z\ Return to Search | Notify |

| JFl Include History |

The transaction and accounting date will default with the current date. The rate
type will default as CRRNT. Copy Changes to Other Books will be checked. "“In

Service” will show in upper right hand corner of page.

Enter the Transaction Date

e This date is equal to the date that the adjustment should take place

Select Action
e  Choose Adjustment

Favorites | Main Menu > Asset Management o> Financial Management > Financial Transactions > Cost Adjust/Transfer Asset

Unit: 01110 AssetiD: 000000000474 Exp Laptops Tag: FMGE502 In Service
Transaction Date: |10/31/2011 [51 Copy Changes to Other Books
Accounting Date: ’W ] Copy to Other Books Options
Transaction Code: I—Q ';;:ansfer Other Books  Amount -
Rate Type: w Q Adjust Other Books by  Amount -
Include Convention: Exclude -
Action: - 6o
Click Go
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The Cost Information Page loads.

Favarites Main Menu > Asset Management > Financial Management > Financial Transactions » Cost Adjust/ Transfer Asset

Main Transaction Cost Information

Unit: 01110 AssetID: 000000000474 Exp Laptops Tag: FME502

In Sernvice

Change L ocation

Cing | View All Firsi =

Book Name: ASSETS Asset Book Base Currency: USD Con Wid-Month
F Cost History

Edit Cost Information

Adjust All Rows By:  Percent: ,_ Quanti‘ly:| Cost: | Furr: WO\ Apply =
Quantity Cost Salvage Category CostType Unit
[2.0000 | 2,250.00 | 0.00
Fund Dept Program Class Project
22005 1110003000
Adjust Current Row By: | .
& save | 2\ Return to Search | [Z] Motify | Al Include History
All current cost information defaults in.
**CHANGE THE CONVENTION TO MID-MONTH**
Adjust the Quantity
e Change the existing quantity field to equal what the quantity should
be

For example: If the quantity is currently 1.000 and should be
2.000, change the quantity of 1.000 to 2.000.

OR

e Enter an adjustment in the “Adjust All Rows By” row
For example: If the quantity is currently 2.000 and should be

1.000, enter —1.000 in the “Adjust All Rows By” row, in the quantity
field.

Note: An adjustment amount should only be placed on ONE field. Only
one field can be used at a time.
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Favcgtes MainvMenu b AssetMagagement > Financial Mgnagement > Financial Tlansactions » Cost Adjust/ Transfer Asset

Main Transaction Cost Information

Unit: 01110 AssetlD: 000000000474 Exp Laptops

Tag: FME502 In Service

Change Location

Find | View All First a 1of1 )| Last

Book Name: ASSETS Asset Book Base Currency: UUSD Convention: Actual Month -
* Cost History

Edit Cost Information

Adjust All Rows By: Percent: Quantity:| Cost: | curr; USD S Apply | =
Quantity Cost Salvage Category CostType Unit
|2.0000 | 2,250.00[f 0.00| [COMPE
Fund Dept Program Class Project

10000 1110000000

Adjust Current Row By: | USD Apply |

B save I L1 Return to Search | [=] Motify | Update/Dizplay | 42l Include History

Click Apply

Asset quantity adjustment has been applied.

Click Save

Asset quantity adjustment has been saved.

Adjust the Quantity of an Asset is complete
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Transfer an Asset to Add/Update a
Dept ID (same Business Unit)

Possible situations when this function is used: To correct a Dept ID after
an asset has been entered with incorrect chartfield information. To correct a
Dept ID if a physical internal transfer has occurred. To add a Dept ID after the
asset has been entered without a Dept ID.

VISION Asset Management (AM) allows for assets to be adjusted once
they are entered. The cost, quantity, and chartfield information can be
adjusted. The cost and quantity are considered an adjustment in AM.
The chartfield information is considered a transfer in AM. Only one type
of adjustment can be done at a time. For example: If an asset was in
the system with an incorrect cost and incorrect Dept ID, the cost would
need to be adjusted and saved, then the Dept ID would need to be
transferred and saved in two separate transactions.

Navigation: Asset Management > Financial Management > Financial
Transactions > Cost Adjust/Transfer Asset

Your default BU will appear in the Business Unit field.

Enter Business Unit

e Leave as default or

e Enter the appropriate business unit
Enter Asset ID

e Enter the appropriate asset id

Fa\.fovr'rtes MainvMenu » Asset Management : Financial Management : Financial Transactions » Cost Adjust/Transfer Asset
- e -

Asset Cost Adjust/Transfers

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300); |300
Business Unit: = - 01110 Q
Asset ldentification: begins with - DUUUUUUUUH—H

Tag Number: begins with -

Parent ID: begins with &}
Description: begins with -

Asset Status: = - -

Include History Case Sensitive

Search Clear |BasicSearch Save Search Criteria

Click Search
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The Main Transaction Page loads.

Favgrites = Main Menu > Asset Management > Financial Management > Financial Transactions » Cost Adjust/Transfer Asset

Unit: 01110 AssetID: 000000000474 Exp Laptops Tag: FME502 In Service
Transaction Date: [10/31/2011 [5 Copy Changes to Other Books
Accounting Date: |10/31/2011 El Copy to Other Books Options

) Transfer Other Books  Amount -
Transaction Code: Q

by:
Adjust Other Books by  Amount v

Rate Type: CRRNT G
Include Convention: Exclude -
Action: — Select Action — - GO

The transaction and accounting date will default with the current date. The rate
type will default as CRRNT. Copy Changes to Other Books will be checked. "“In

Service” will show in upper right hand corner of page.

Enter the Transaction Date

e This date is equal to the date that the transfer should take place
Select Action

e Choose Transfer

Fa\.fnvr'rtes : MainvMenu » Asset Management » Financial Management > Financial Transactions » Cost Adjust/ Transfer Asset

Unit: 01110 AssetlD: (000000000474 Exp Laptops Tag: FMBS02 In Service
Transaction Date: [10/31/2011 |51 Copy Changes to Other Books
Accounting Date: 10/31/2011 E:J Copy to Other Books Options
) Transfer Other Books  Amount A
Transaction Code: Q by:
Adjust Other Books Amount A
Rate Type: CRRNT ] by

Include Convention: Exclude -

Action: Transfer - GO

ave 4=% RETUrN 10 SEarc = otr NCUGe MIsory
B s 2\ Return to Search | [=] Notify 4 Include Hist

Click Go
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The Cost Information Page loads.

Main Transaction Cost Information

Favarites Main Menu > Asset Magagement > Financial Mgnagement b FinancialT@nsactions > Cost Adjust/ Transfer Asset

Book

Book Name: ASSETS Asset Book Base Currency: USD Con -

F Cost History

Edit Cost Information

Unit: 01110 AssetID: 000000000474 Exp Laptops Tag: FME502

In Sernvice

Change L ocation

Adjust All Rows By:  Percent: Quanti'ly:| Cost: | Furr: (USD QL Apply | =
Quantity Cost Salvage Category CostType Unit
[2.0000 | 2,250.00 | 0.00[ COMFE
Fund Dept Program Class Project

22005 1110003000

Adjust Current Row By: | UsD Apply | 7

& save | 2\ Return to Search | [Z] Motify |

All current cost information defaults in.

] Update

Display I Al Include History

**CHANGE THE CONVENTION TO MID-MONTH**

Add/Replace the Dept ID

e Add/Replace the dept id field with the correct Dept ID

Click Apply
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Favarites Main Menu > Asset Magagement 5 FinanciaIMgnagement ¥ FinanciaITvrcmsactions »  Cost Adjust/ Transfer Asset
Unit: 01110 AssetlD: 000000000474 ExpLaptops Tag: FME502 In Service
Change Location
Book Find | View Al First | Py ) [
Book Name: ASSETS Asset Book Base Currency: USD Convention: Mid-Month M
=l
Quantity Cost Salvage Category CostType Unit
[2.0000 | 2,250.00 | 0.00/ CONPE
Fund Dept Program Class Project
22005 @ [1110000000 |Q [l [ Ja [ a
Adjust Current Row By: | usp  _AeRly_| e,

Asset Dept ID Transfer has been applied.

Click Save

Asset Dept ID Transfer has been saved.

Transfer an Asset from one Dept ID to another (same Business Unit) is
complete
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Transfer an Asset to Add/Update a
Fund (same Business Unit)

Possible situations when this function is used: To correct a fund after an
asset has been entered with incorrect chartfield information. To correct a fund if
a physical internal transfer has occurred. To add a Fund after the asset has
been entered without a Fund.

VISION Asset Management allows for assets to be adjusted once they
are entered. The cost, quantity, and chartfield information can be
adjusted. The cost and quantity are considered an adjustment in AM.
The chartfield information is considered a transfer in AM. Only one
type of adjustment can be done at a time. For example: If an asset was
in the system with an incorrect cost and incorrect Dept ID, the cost
would need to be adjusted and saved, then the Dept ID would need to
be transferred and saved in two separate transactions.

Navigation: Asset Management > Financial Management > Financial
Transactions > Cost Adjust/Transfer Asset

Your default BU will appear in the Business Unit field.

Enter Business Unit
e Leave as default or
e Enter the appropriate business unit

Enter Asset ID
e Enter the appropriate asset id

Favorites © Main Menu > Asset Management > FinanciaIMavnagement » FinanciaITrvansactions » Cost Adjust/ Transfer Asset

Asset Cost Adjust/Transfers

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300y 300
Business Unit: = - 01110 Q
Asset ldentification: begins with ~ DUUUDDUUUH—N—

Tag Humber: begins with -

Parent ID: begins with ~ Q
Description: begins with -
Asset Status: = A -

Include History Case Sensitive

Search Clear |Basic Search Save Search Criteria
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Click Search
The Main Transaction Page loads.

Favorites = Main Menu » Asset Management Financial Management > Financial Transactions > Cost Adjust/ Transfer Asset

Unit: 01110 AssetlD: 000000000474 ExpLaptops Tag: FMES02 In Semice
Transaction Date: [10/31/2011 i Copy Changes to Other Books
Accounting Date: ’W El Copy to Other Books Options
Transaction Code: I—O\ 'g;?nsier Other Books ~ Amount -
Rate Type: w Q Adjust Other Books by Amount -
Include Convention: Exclude -
Action: — Selact Action — - co|

The transaction and accounting date will default with the current date. The rate
type will default as CRRNT. Copy Changes to Other Books will be checked. "“In
Service” will show in upper right hand corner of page.

Enter the Transaction Date

e This date is equal to the date that the transfer should take place
Select Action

e Choose Transfer

Fa\.fnvr'rtes : MainvMenu » Asset Management » Financial Management > Financial Transactions » Cost Adjust/ Transfer Asset

Unit: 01110 AssetlD: (000000000474 Exp Laptops Tag: FMBS02 In Service
Transaction Date: [10/2011  [5 Copy Changes to Other Books
Accounting Date: IW ] Copy to Other Books Options
Transaction Code: I—Q 'g;?nsier Other Books  Amaount -
Rate Type: w Q Adjust Other Books by  Amount -
Include Convention: Exclude -
Action -] oo

&l save | &\ Return to Search | Motify | 4 Include History

Click Go
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The Cost Information Page loads.

Favarites Main Menu > Asset Magagement > Financial Mgnagement b FinanciaITlansactions > Cost Adjust/ Transfer Asset
Main Transaction Cost Information
Unit: 01110 AssetID: 000000000474 Exp Laptops Tag: FME502 In Sernvice
Change Location
»
Book Name: ASSETS Asset Book Base Currency: USD T r Mid-Month -
a
Adjust All Rows By:  Percent: Quanti'ly:| Cost: | Curr: (USD @ Apply | =
Quantity Cost Salvage Category CostType Unit
[2.0000 | 2,250.00 | odo conre
Fund Dept Program Class Project
22005 1110003000
Adjust Current Row By: | UsD Apply_ |
& save | 2\ Return to Search | [Z] Motify |

] Update/Display I Al Include History

All current cost information defaults in.

**CHANGE THE CONVENTION TO MID-MONTH**
All current cost information defaults in.

Add/Replace the Fund
e Add/Replace the Fund field with the correct Fund

Click Apply

Favorites Main Menu > Asset Management > Financial Management > Financial Transactions > Cost Adjust/ Transfer Asset

Main Transaction Cost Information

Unit: 01110 AssetID: 000000000474 ExpLaptops Tag: FMES502 In Semnvice

Change Location

Find Fir-’stIll 10of1 u Last

Book Name: ASSETS Asset Book Base Currency: USD Convention: -
=

Quantity Cost Salvage Category Cost Type Unit
[20000 | 225000 | 0.00 CONFE
Fund Dept Program Class Project
10000 | (1110000000 & [ & [ ]a | Q
Adjust Current Row By: | UsD ﬂl 4
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Asset Fund Transfer has been applied.
Click Save

Asset Fund Transfer has been saved.

Transfer an Asset from one Fund to another (same Business Unit)
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Retire an “In Service” Asset

Possible situations when this function is used: To retire an asset that is
currently no longer in service. To retire an asset that was originally entered into
Asset Management in error. To retire an expensed asset that has been
physically transferred to another Business Unit.

Navigation: Asset Management > Financial Management > Asset Disposal >
Retire/Reinstate Asset

Your default BU will appear in the Business Unit field.

Enter Business Unit

e Leave as default or

e Enter the appropriate business unit
Enter Asset ID

e Enter the appropriate asset id

Favorites | Main Menu > Asset Management > Financial Management > Asset Disposal > Retire/Reinstate Asset
- - - b -

Asset Retirements

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300); 200

Business Unit: = - 01110 Q
Asset ldentification; begins with ~ (000000000421

Tag Humber: begins with -

Parent ID: begins with - QL
Description: begins with -

Asset Status: = A -

[[|case Sensitive

Search | Clear ‘EasicSearch [E] save Search Criteria

Click Search
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The Retire Assets Page loads.

Favovr'rtes : MainvMenu » Asset Management : Financial Management » Asseft Disposal » Retire/Reinstate Asset

Retire Assets | Other Options || By Chartfield

Unit: 01110 AssetiD: 000000000421 HP 4050dtn Printer Tag: F299 In Service
CRRNT

Trans Date: Acctg Date: Rate Type:

Find | View Al First 4] 1 of1 n Last

Book Name: ASSETS Asset Book Base Currency: USD As Of: 1003142011
Retire As: - ﬂ Quantity: 1.0000
[¥| copy Changes to Other Books Cost: 1,586.00

Retirement Find | View Al First 4] 10f1 n Last
*Disposal Code: Fetirement :g.-'SaIeﬂ Date/Time:  10/31/11 1:36:45PM Ret Status: Unretired

Quantity: ¢ Retirement Amt: usb

Removal Cost: RC Curr: Base Removal Cost: 0.00

Proceeds: Pr Curr: B  Base Proceeds: 0.00
Convention: Actual Month - Accum Depr: 0.00
Trans Code: Gain/Loss: 0.00

Retire Option: Calculate Gain/Loss

Bl save | 4 Return to Search | [=] Notify |

The transaction and accounting date will default with the current date. The rate
type will default as CRRNT. Copy Changes to Other Books will be checked. “In

Service” shows in the upper right hand corner of the page.

Select "Retire As” Option -- Choose the appropriate option for the transaction
that is to take place. The two most common are:

- The asset was sent to Surplus Property: select "Donated to
External Group”

- The expensed asset was transferred to another Business Unit:
select “Scrapped Assets”

- The asset is no longer in service, but has not been sent to Surplus
or transferred: this is usually “Scrapped Assets”, but could be
something else, like “"Missing Asset”, if the description seems
applicable.
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Fa\rovr'rtes Mainvl'v'lenu » Asset Management : Financial Management > Assef Disposal : Retfire/Reinstate Asset

Retire Assets Other Options By Chartfield

Unit: 01110 AssetlD: 000000000421 HP 4050dtn Printer Tag: F299 In Service

Trans Date: | 19/37/2011 Acctg Date: | 10/37/2071 Rate Type: |CRRNT

First Bl 1 or 1 I Last

Book Name: ASSETS Asset Book Base Currency: USD As Of: 10/31/2011
Retire As: d ﬂl Feinsiats | Quantity: 1.0000
Copy Changes to Other Books Cost: 1,586.00

Retirement w Al First B 1 or 1 I Last
*Disposal Code: Retirement by Sale” Date/Time:  10/31/11 1:36:45PM Ret Status: Unretired

Quantity: ¢ Retirement Amt: 1.00) usD

Removal Cost: 0.00] Re curr: [USC Base Removal Cost: 0.00

Proceeds: 0.00] preurr: |USC B  Base Proceeds: 0.00

Convention:  Actual Month - Accum Depr: 0.00

Trans Code: Gain/Loss: 0.00

Retire Option: | Calculate Gain/Loss

Click Go

Fa\rg'r'rtes Mainvl'v'lenu » Asset Management : Financial Management » Asset Disposal » Retire/Reinstate Asset

Retire Assets QOther Options By Chartfield

Unit: 01140 AssetlD: 000000000421 HP 4050dtn Printer Tag: F239 In Service

Trans Date:  [M0/312011 [ Acctg Date; | 10/31/2011 [#] Rate Type: CRRNT =

First Bl 1 or 1 B Last

Book Name: ASSETS Asset Book Base Currency: USD As OF: 100312011
Retire As: | Donated to External Gre :I Reinstatel Quantity: 1.0000
[#] Copy Changes to Other Books Cost: 1,586.00

Retirement Find | View Al First BN 4 or 1 B Last
“Disposal Code: | D0nated to External Group DateTime: 10/31/11 1:36:45PM  Ret Status: Mew

Quantity: 10000 @ TR T -1,586.00 USD

Removal Cost: | 0.00 R curr: ’EQ Base Removal Cost: 0.00

Proceeds: | 0.00 prcurr: WO\  Base Proceeds: 0.00
Convention:  Actual Month h Accum Depr: 0.00
Trans Code: v Gain/Loss: 0.00

Retire Option: ~ Calculate Gain/lLoss -

B save | & Return to Search | [=] Motify |

Enter the Transaction Date
e This date is equal to the date that the retirement should take place
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Enter the Proceeds
e Enter proceeds from the sale of the asset

Note: The Proceeds field may be left blank. The Proceeds field is only
used if there is a sale of an asset. (For this example the proceeds is left
at $0.00)

Click Save
Asset retirement has been saved.

Fa\fovr'rtes : MainvMenu » Asset Management > Financial Management > Asset Disposal » Retire/Reinstate Asset
: - - -

I 1

Unit: 01110 AssetlD: 000000000421 HP 4050dtn Printer Tag: F299 Disposed
Trans Date: hUB“QUﬂ E‘] Acctg Date: 10/31/2011 E‘] Rate Type: CRRNT  ~

Find | View Al First | 4 1of1 o Last

Book Name: ASSETS Asset Book Base Currency: USD As Of: 1043172011
Retire As: Donated to External Gre J Quantity: 1.0000
Copy Changes to Other Books Cost: 1,586.00

Retirement Find | View Al First n 1of1 u Last

*Disposal Code: Donated to External Group Date/Time:  10/31/11 1:36:45PM Ret Status: New

Quantity: -1.0000 © Retirement Amt: -1,586.000 USD

Removal Cost: 0.00 gc curr: [USD Q Base Removal Cost: 0.00

Proceeds: 0.00 prcurr: [USD Q Fl% Base Proceeds: 0.00

Convention:  Actual Month - Accum Depr: 0.00

Trans Code: M Gain/Loss: 0.00

Retire Option: Calculate Gain/Loss -

E save | £L Return to Search | [=] Motify |

“Disposed” shows in the upper right hand corner of the page.

Navigation: Asset Management>Financial Management>Owned Assets > Basic
Add

Your default BU will appear in the Business Unit field.

Enter Business Unit
e Leave as default or
e Enter the appropriate business unit

Enter Asset ID
e Enter the appropriate asset id (same as was used above)
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Favarites Main Menu » Asset Management > Financial Management > Owned Assets : Basic Add

Asset Basic Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300}y |200

Business Unit: = (01110 Q
Asset Identification: begins with - |UUUUUUUUU|421

Tag Number: begins with - |

Parent ID: begins with v| Q,
Description: begins with ~ |

[TJinclude History [|Correct History [] Case Sensitive

Search | Clear |EIasic:Searu:h [E] save Search Criteria

Click Search

Asset Information page loads

Favorites Main Menu > Asset Management > Financial Management > Owned Assets > Basic Add

Asset Information Asset Acquisition Detail Location/CommentsiAttributes Manufacture/License/Custodian

Unit: 01110 AssetID: 000000000421 HP 4050dtn Printer Tag: F299 Disposed

Asset Information
Description: |HF' 4050dtn Printer Short Description: printer
CAP # Q. seq# Q SetR and D Info..
T R T F299 [“Hazardous Asset Hazardous Code Info...

oGRS LIS [CIClustered Asset

Asset Class: COMPUTERS @ Computers Capitalized Asset

*Asset Status: Disposed [V Hew Asset o

,7 [Tcom posite Asset Asset 1D

Acquisition Date: |06/0412007 [ [CIReplacement Asset AssetID: '7 Q
Collateral Asset: h [l Assetis Available  coptact:

*Acquisition Code: Purchased - Phone #:

FERC Code: Q
Financing Code: Q
Replacement Cost: Last Update: E"J

Index Name: | Q
Sublndex Name: | Q
Parent/Child: None ¥ ParentID: Q. BookPage

Profile 1D: ECOMPUTER:

B save | L\ Return to Search | E Adcll I

play | 4 Include History | [ Correct History

Click on the Location/Comments/Attributes tab
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The Location/Comments/Attributes Page will load.

Favo_rites Mainvl'v'lenu > Asset Magagement »  Financial Mgnagement b Dwnedvhssets » Basic Add

AssetInformation | Asset Acquisition Detail | Location/Commentsiattributes | ManufactureiLicense/Custodian
Unit: 01110 AssetID: 000000000421 HP 4050dtn Printer Tag: F299 Disposed
~ Location Find [ View Al First K 4 o 1 I Last
+
Effective Date: peim4r2007 [ Effective Sequence: [=]
I AMTP1085T

Location: aQ 109 State St
Address: Pavillion Office Building
City: Montpelier
County: Jurisdiction:
State: VT Vermont Sector:
Country: USA  United States Postal: 05602
Geocode:
Location Detail:  |BUDMAN
Building:
Floor # Longitude:
Roomi: Latitude:

Status: Authorized - Date: [

Name:

» Comments
¥ Physical Attributes

} Image

B save | S\ Return to Search | Er Adcll Update/Display | 4 Include History | [&F Correct History |

Click on the Comments section.

* Comments

Date/Time: |06/25/2007 8:41:04AM =

Name: |
Comment:
Hewlet Packard - Purchased through Insight with PCard

¥ Physical Attributes
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Enter your name
e A name should always be associated with comments. Name should
be last name,first name (no spaces).

Enter comments related to the reasoning why this asset was retired
e These comments should be very specific details regarding the
Retirement; including where the asset was physically moved to

* Comments Find | View Al - o +ort o et
DateTime: |EIE.~'25!2EIEI? 8:41:04AM =
Name: |jana'is,tan\,ra

Comment:
This assestwas disposed on 10/3111. This assestwas sentto surplus property.|

Click Save - the Comments have been saved.

Retire an “"In Service” Asset is complete
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Reinstate a "Disposed” Asset

Possible situations when this function is used: To reinstate an asset that
was originally disposed of in Asset Management in error. To reinstate a disposed
asset that has come back into service.

Navigation: Asset Management > Financial Management > Asset Disposal >
Retire/Reinstate Asset

Your default BU will appear in the Business Unit field.

Enter Business Unit
e Leave as default or

e Enter the appropriate business unit
Enter Asset ID

e Enter the appropriate asset id

Favuvr'rtes Main_Menu > Asset Management » Financial Management » Asset Disposal : Retire/Reinstate Asset

Asset Retirements

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300} (300

Business Unit: = - 01110 &)
Asset ldentification: begins with - EIDDEIDEIDDEIH'E‘I
Tag Number: begins with -
Parent ID: begins with = &}
Description: begins with -
Asset Status: = A -
[[Icase Sensitive
Search ‘ Clear |Easic8earch Save Search Criteria

Click Search
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The Retire Assets Page loads.

Favovr'rtes MainvMenu » Asset Management > Financial Management : Asset Disposal > Retire/Reinstate Asset
H - - -

Retire Assets Other Options By Chartfield

Unit: 01110 AssetlD: 000000000421 HP 4050dtn Printer Tag: F299 Disposed
Trans Date: 0/31/2011 Acctg Date: | 10/31/2011 Rate Type: LSalslllid] ~

Firstn 10f1 ) | Last

101312011

Find | View Al

Book Name: ASSETS Asset Book Base Currency: USD

Retire As:  Retirement by Sale - Gol Reinstatel

Copy Changes to Other Books

Quantity: 0.0000

Retirement

Firstn 10f1 o Last

“Disposal Code: Donated to External Group -/ DatelTime:  10/31/11 1,26:45PM Ret Status: MNew [ Reinstate
Quantity: -1.0000] & Retirement Amt: -1.586.00° UsD
Removal Cost: | Base Removal Cost: 0.00
Proceeds: | 00 precurm: U Base Proceeds: 0.00
Convention: Actual Month - Accum Depr: 0.00
Trans Code: Gain/Loss: 0.00
Retire Option:  Calculate Gain/Logs

f——

Click Reinstate

Click Save

Asset reinstatement has been saved. “In Service” will show in the upper
right hand corner of the page.

Favo_r'rtes Main'Menu v Assef Magagement > Financia\Mgnagernent > Assetglsposal ¥

Retire Assets Other Options By Chartfield

RetifwReinstate Asset

Unit: 01110 AssetID: 000000000421 HP 4050dtn Printer Tag: F299 In Service
Trans Date: [ 10/21/20711 AcctgDate: 10312011 [ gagerype: | CRRNT
Find | View All First Kl 1 or 1 B Last
Book Name: ASSETS Asset Book Base Currency: USD As Of: 1003112011

Retire As: | Retirement by Sale

Quantity: 1.0000

Copy Changes to Other Books Cost: 1,586.00

Retirement Find | View Al Firt B 4 of 1 I Last
*Disposal Code: Retirement by Salgp Date/Time:  10/31/11 2:07:13PM Ret Status: Unretired

Quantity: “ Retirement Amt: J.007 UsD

Removal Cost: O RC curr: [USD Base Removal Cost: 0.00

Proceeds: O preurr: VSO E Base Proceeds: 0.00

Convention: Actual Month - Accum Depr: 0.00

Trans Code: Gain/Loss: 0.00

Retire Option: | Calculate Gain/Loss

& save I 2\ Return to Search | [=] Notify I
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Navigation: Asset Management>Financial Management>0Owned Assets >Basic
Add

Your default BU will appear in the Business Unit field.

Enter Business Unit
e Leave as default or
e Enter the appropriate business unit

Enter Asset ID
e Enter the appropriate asset id (same as was used above)

FE‘.'IIIvr'rtEE MainvMenu > Asset Management » Fnancil Management > Owned Assets > Basic Add

Asset Basic Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

i an s vaus | |

Maximum number of rows to return (up to 300); (300

Business Unit: = - p1110 Q,
Asset ldentification; beagins with - (000000000421

Tag Number:; begins with -

Parent ID: begins with = o)
Description: begins with -

[“JInclude History | Correct History [ Case Sensitive

Search | Clear |EasicSearch B save Search Criteria

Click Search

Asset Information page loads
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Click on the Location/Comments/Attributes tab

Favovr'rtes MainvMenu » Asset Management > Financial Management > Owned Assets > Basic Add
: - - -

Asset Information Asset Acquisition Detail Location/Comments/Atiributes Manufacturellicense/Custodian
Unit: 01110 AssetID: 000000000421 HP 4050dtn Printer Tag: F299 In Service
Asset Information
Description: |HP 4050dtn Printer Short Description: printer
CAP #: O, Seq#: Q SetRand D Info..
290 [ Hazardous Asset Hazardous Code Info...
Taggable Asset Tag Number: [ Clustered Asset
Asset Class: COMPUTERS C  Computers Capitalized Asset
*Asset Status: In Service - New Asset o
[T composite Asset Asset ID:
isiti e 06/04/2007
AcpsiubDate E‘j ] Replacement Asset Asset|D: Q

Collateral Asset: - [C] Asset is Available Contact:
*Acquisition Code: Purchased - Phone #:

FERC Code: [ &

Financing Code: ’— Q

Replacement Cost: ’7 Last Update: B
Index Name: - !

sublndex Name: | Q
Parent/Child: None * Parent ID: Q. BookPage

Profile ID: ECOMPUTER: O

B save | 4=\ Return to Search | Er Add | U splay | Z Include History | [E# Correct History

The Location/Comments/Attributes Page will load.

Favc;r'rtes Mainvrl-'lenu » Asset Management > Financial Management > Owned Assets » Basic Add
i - - -

Asset Information Asset Acquisition Detail Location/Comments/Attributes Manufacture/License/Custodian
Unit: 01110 AssetlD: 000000000421 HP 4050dtn Printer Tag: F299 In Sernvice
~ Location Find d First Kl 1 of 1 TN Last
+
Effective Date: 06/04/2007 E‘j Effective Sequence: El
Location: AMTP109ST | Q 109 State St
Address: Pauillion Office Building
City: Montpelier
County: Jurisdiction:
State: VT Vermont Sector:
Country: USA  United States Postal: 05602
Geocode:
Location Detail:  [BUDMAN
Building:
Floor # Longitude:
Room#: Latitude:
Status: Authorized M Date: e
Hame: |

¥ Physical Attributes

Click on the Comments section.
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Add a new record by clicking on the sign.

¥ Comments Find | View Al First Kl 2 012 I Last
DateTime: |10/31/2011 2:14:18PN =
Mame: |janfis,tan\,ra

Comment:
10/2111 Asset Reinstated. Asset had been retired by accident. Located at 109 State Street- Room 444

Enter your name
e A name should always be associated with comments. Name should
be last name,first name (no spaces).

Enter comments related to the reasoning why this asset was reinstated.
e These comments should be very specific details regarding the
Reinstatement; including where the asset is physically located.

Click Save - the Comments have been saved.

Reinstate a "Disposed” Asset is complete
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Inquire on the Cost History of an Asset

Navigation: Asset Management > Financial Management > History > Review
Cost

Your default BU will appear in the Business Unit field.

Enter Business Unit

e Leave as default or

e Enter the appropriate business unit
Enter Asset ID

e Enter the appropriate asset id

Favc;r'rtes Main_l'u'lenu » Asset Management > Financial Management > History » Rewview Cost
H - w -

Find an Existing Value

Maximum number of rows to return (up to 200); (200
Business Unit: = - p1110 Q
Asset l[dentification; begins with - |UUUUUDUUI34?3

Tag Number: begins with - |

Parent ID: begins with | &'}
Description: begins with ~ |

Asset Status: = - -
["| case Sensitive

Search | Clear |Elasi|:Searn:h IE] save Search Criteria

Click Search

The Cost History List page loads.

Fa\rc;r'rtes MainvMenu » Asset Management > Financial Management > History > Review Cost

Cost History List Cost History Detail Mon Cap History List Mon Cap History Detail

Unit: 01410 AssetID: 000000000473 Exp Laptops Tag: FM7501 In Service

Find | View Al First | 10f1 n Last

Book Name: ASSETS Asset Book Currency: USD
Total Cost:  2,500.00

b
Customize | Find | View Al 2] 88 First Bl 4 o1 B Last
| tod
Cost [[iChartfieids g

Tra .
Acctg Date T Total Cost | Detail

110i28/2011  ADD 1.0000 2,500.00 Detail
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The Description, Tag ID, Quantity and Cost will default as what is currently in
VISION for this asset. The page will show all transactions that have been
processed for this asset, listed under Trans Type.

Click on the Cost History Detail page.

The Cost History Detail page loads.

Favuvr'rtes MainvMenu »  Asset Management > Financial Management > History > Review Cost

Cost History List Cost History Detail Mon Cap History List Mon Cap History Detail

Unit: 01110 AssetID: 000000000473  Exp Laptops Tag: FM7501 In Senvice

Find | View Al First K 10f1 n Last

Book Name: ASSETS Asset Book Base Currency: USD

Find | View Al First K 1 o1 B Last

Acctg Date: 10/28/2011 Trans Date:  08/01/2011 Date/Time Stamp:  10/28/2011 11:28:20AM
Trans Type: ADD Asset Addition Interunit Transfer Information
Trans Code: Unit:

Cost: 2,500.00 USD AssetD:

Base Cost: 2 500.00 USD Book:

Salvage: Exchange Rate

Quantll}'_: 1.0000 Rate Type: CRRNT
Convention: AW Rate Effdt: 08/01/2011

User ID: TJARVIS Exchange Rate: 1.00000000
Category: COMPE Computer Equipment - Exp

Cost Type:

Fund Code: 10000 General Fund

Department: 1110000000 Dept of Finance and Management

Program Code:

Class Field:

Project:

The current information that is in VISION for this asset will default. The page will
show each transaction that has been processed for this asset. This page will also
show you the User ID of each transaction. You may use the arrows under “In
Service” to look at any other transaction details that have been processed. You
can always click on “View All” to have all transactions listed on the same page.

Inquire on the Cost History of an Asset is complete
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Run the VT_AM_ASSET_LIST query to
Excel

Possible situations when this function is used: Used during Year End
Inventory. A copy must be submitted with the Asset Inventory Verification Form
at year end. May be used throughout the year for mid-year inventories,
monitoring progress of asset additions/deletions, etc.

Per the Asset Management Procedure, issued May 1, 2004 and revised
May 1, 2007, all Departments must conduct and complete an annual
physical inventory between May 1 and June 1 and ensure that all
additions, deletions, and transfers of assets have been properly
recorded in VISION. The VT_AM_ASSET_LIST query is required to
perform this task. When all asset information is complete in the
VISION Asset Management Module by June 15, re-run the
VT_AM_ASSET_LIST query to Excel and include a copy of the data with
a signed Asset Inventory Verification Form to Financial Operations by
June 20.

Navigation: Reporting Tools > Query > Query Viewer
The Query Viewer page loads.
Choose Search By
e Leave as default or
e Choose other search by option
Enter begins with
e Enter VT_AM_ASSET_LIST or
e Enter first few characters of the query name

FEI‘.'I:IvFitES MainvMenu > Reporting Tools » Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: Query Name *  begins with VT_AM_ASSET _LIST
Search |.ﬁ.d'v'an|::e-j Search
Click Search
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Favorites Main Menu > Reporting Tools > Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: Query Name = begins with VT_AM_ASSET_LIST

Search I.Advanc:ed Search

Search Results

*Folder View: - All Folders — -

customize | Find | view A1 ] B0 88 First K 1 or1 B Last

- Run to |Run to (Run to Add to
Description Owner |Folder HTML |Excel |XML Schedule Favorites

VT_AM_ASSET_LIST Allin service assets fora BU Public HTML Excel XML Schedule Favorite

Click Run to Excel link

The query page will load.

VT_AM_ASSET_LIST - All in service assets for a BU

Business Unit: H—

Location Code (%=AN):| O

Department (%o=All: | |
View Results I

Acquisition Code | Acquisition Date

BU | Asset ID |Descr Location Detail | Taggable | Tag Number | Serial ID |Fund | Dept | Program |Class | Project | Category | Profile ID | Quantity | Cost

Enter the Business Unit
e Enter the appropriate business unit

Enter the Location Code
e Enter the appropriate location code. (It must begin with “A”.) or

e Enter a percentage sign (%) for all location codes

Enter the Department (Dept ID)
e Enter the appropriate dept id or
e Enter a percentage sign (%) for all dept id’s

NOTE: If you are running this for year-end inventory, but sure to use
% for both Location Code and Dept ID fields. This will give you the

complete inventory for your Business Unit.

Page 109 of 111

Asset Management
October 2016



VT_AM_ASSET_LIST - All in service assets for a BU

Business Unit: ’W

Location Code (%=Al): amip109st |

Department (% =Alll: % | Q
View Results I

BU | Asset ID | Descr | Location | Location Detail | Taggable | Tag Number

Click View Results

Home | Insert  Pagelayout  Fommulas  Data  Review  View  AddIns  PDF x
(=] & cn Arial Unicode b - 10 - | AT 27| | i Wrap Text Text - ﬁ .g?‘ = [El] | = Autesum - % !ﬁ
= 23 copy & @] Fill - -
e romatsu | PP S50 A | i (ST E | T i oty =3
Clipboard = Font = Alignment i Number i Styles ceils Editing |
‘ Al - & ] ‘ All in service assets for 2 BU
B c D E E G H T
1
2 [BU |Asset D [Descr [Location  |Location Detail [ Taggable |Tag Number | serial iD
3 [01110 000000000392 | HP 9000N AMTP109ST  FINOPS Taggable Asset F268 JPBDP05664
4 [01110 000000000418 Savin C4535 MFP AMTP109ST  BUDMAN Taggable Asset F297 K6160500099
5 (01110 000000000420  HP 4050dtn Printer AMTP109ST  FINOPS Taggable Asset Faoo CNRXCB6977
6 [01110 000000000421 HP 4050dtn Printer AMTP1085T  BUDMAN Taggable Asset F299 CNRXG60720
7 01110 000000000449 Toshiba EStudio 3510c MFP AMTP109ST  FINOPS Taggable Asset F325 CVL717512
2 01110 000000000465  Gateway E-4100 AMTP109ST  PCL CUBE Taggable Asset DOP-0163 ‘0033832827
9 01110 000000000466 Gateway E4000 AMTP108ST  PCL TEMP Taggable Asset DOP-0148 0031633617
10 /01110 000000000468  HPOOOE Microtower AMTP109ST Taggable Asset DI-1004
11 (01110 000000000471 Dell Inspirion AMTP109ST Taggable Asset FM7878
12 (01110 'D00000000472 Dell Insprition AMTP1095T Taggable Asset FM7502
12 (01110 ‘000000000473 Exp Laptops AMTP109ST Taggable Asset FM7501
14
16
16
17
18 L
19
20

| Home | Inset  Pagelayout  Formulas  Data  Review  View  Adddns  PDF s X
B ¥ cut Siwrap et e . ﬂ .g? E_ 3( @ % AutoSum ~ ﬂ [ﬁ
53 Copy (9] Fill ~ -
Paste F Format Fainter i Merge & Center + [+ % 1 ] ;:Uorr’!"dawgi‘r;al_ a:c;;r;‘aetv S;‘ﬂv Insert Delete Format A é.?{:,af SFIET:{(&'
Clipboard IF) Font IF) Alignment ) Number IF Styles Cells Editing
| P2 - £ | Quantity
I J K L M N o P iJ
f
2 [Fund [Dopt— [Program [Ciass [Progect [Casory [rome [Cusantity JSost
3 10000 1110000000 COMPE  ECOMPUTERS 1.0000
4 Moooo 11110000000 COMPD  DCOMPUTERS 1.0000
5 "0000 1110000000 COMPE  ECOMPUTERS 1.0000
6 10000 11110000000 COMPE  ECOMPUTERS 1.0000
7 10000 "1110000000 COMPD  DCOMPUTERS 1.0000
8 "oooo 1110000000 COMPE  ECOMPUTERS 1.0000
o "oooo "1110000000 COMPE  ECOMPUTERS 1.0000
10 [10000 "1110000000 COMPE  ECOMPUTERS 1.0000
11 [10000 "1110000000 COMPE  ELAPTOPS 1.0000
12 [10000 "1110000000 COMPE  ELAPTOPS 1.0000
13 110000 11110000000 COMPE  ELAPTOPS 1.0000
14
15
16
17
18 =
19
20
21
22
23
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@ -

) o || Eem Tx R || T Autosum -
Genera I - Eji' P;d I = = ﬂJ Due %7 E&
enter~ || § % o |58 %8|  Conditional Format Cell | Insert Delete Format Sort& Find &
Formatting = as Table = Styles = - - - &2 Clear - Filter~ Select~
Number ] Styles Cells Editing
|
R s T u v w x Y z AA AB AC AD ‘E
1
2 | Code | ithag Date ]
3 |Purchased
4 |Purchased
5 |Purchased
6 |Purchased 6/4/2007
7 |Purchased 1/22/2008
8 |Purchased 6/2/2004
9 Purchased 6/3/2003
10 |Purchased 5/17/2010
11 |Purchased 8M1i2011
12 |Purchased 8M1i2011
13 |Purchased 8M1i2011
14
15
16
17

The results are loaded into Excel, with the descriptionnQf the query listed in cell

Al.

You can print the report from Excel by clicking on the printer icon or you can
save it.

A complete listing of reports and queries available in
VISION for the Assets Module can be found on the
Finance & Management website at
http://finance.vermont.gov/training-and-
support/vision-manuals/reporting-manual
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